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FOREWORD

This handbook cutitled, "Your Voluntcer Program,” ivas
madec possible by a grawt from the U, 8. Office of Education,
Burcau of Edccational Persvine! Dovdlopment, Grant #OEG-
0-5-254451-1941-725, to the Des Moivce Arca Commmunity Col-
lege, Aukeny, Iowd., Tiwo other collcars in the United Statcs
were approved for similar grants, naniely Weoshingion Teck
in Washington, D.C. and San Dicge &tale College in San
Picgo, California.

In July of 1969, the Des Moines Arca Conmunity Colleye
received a gran! for the purpose of devecloping a nmodel to
help cata’lish and crpand voluntecerisnt in ¢ducation and for
other velunlary organitations. This handoek was developed
to portray the steps onc must go throvgh te have an cffective
and mcaingfel volualcer program,

With the devclopment of ihis kandbook, we hope thal many
voluntecr organizalions 1 il be initinted or improve their
organizalion’s ability fo contribicte to solving socicln's ills
through « more cffective volunteer prograri. Ncver has thee
been a time in our history, as a nation, when it kas beea ino e
neerzsary 1o niake meximum uge of our kuman polential ane
rcsourccs as there is in the 70's. The problems of our socicty
arc many and conipler, therdfore, the golvtions arr alse many
and rompicx. However, one bright apot looms in the effcclive
utitization of the volunicer to help in the solution of thesc
prolblemes,

In the educational gcclor we are cencer ted aboul “Why
Joltuny Can't Read.”” Oune golution is the e¢ffcctive nae of the
volunteer in oy classrooms at all tevele, One of the objectives
of the U.S. Ofice of Fducation, Edvweativn Profcasions Devels
opment Grant to Train Volunteer Crordinatore, wcas to develop
o handbook for the c¢ffcctive nse of volunleers in the educa-
tioral gclling. Becoure conmponcrls of voluntcer yrvograms
basically do not vary when in different sctlinge, this handbook
has been developed 2o that i€ may be applicable to any host
situation,

()
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Logically, steps to find aud cffectively wtilize sorvices of
persons i volunteer work will be ocllined in the following
chaplers, The need for a volmitecr scrvice within the agency
is the basic consideration, and if the need has been cstablished,
structitring a sound progrom is vital before one dives off the
deep end into a heller skolter fashion of invitivig volunteers
to porticipate. Many organizations are currcutly cvalueling
their volmutcer programs, improving and crpanding theis
scrviece, end new techuiques and geidelines arc constanily
being songht.

This handbock has been deccloped by Mrs. Mary Swanson,
Associate Dircetor of the EPDA Voluntcer Coordinators
Training Program at the Decs Mobics Avca Conimunily Col-
lege. Iaweish to express my appreciation to her for the oud-
standing contribution ehc has made in the devcdlopment of
this kandboo ¢ and wisk to achknowledye and crprees our appre-
cialion to our Adsisory Committee who have been invaluable
in making content suggestions and in copmunicating fo us
resource material. We sinecrely fiope this handbook will
make a contribution tn improving fhe cffeetiveincss of volun-
teer programs and we hope that it will be valuable to cach
and cvery reader,

Dr. Philip 1. Lavgcrman, Director
EPDA Volwnleer Coordinators Progrant
Aszistant Supcrintendent, nstruction
Dcs Maines Area Community Collcge
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CHAPTER
VOLUNTEERING—HISTORY AMD PHILOSOPHY

Sociclogy explores the generz] principle that the vw..y uien
Lehave is largely determined by their relations tu each other
and by their membership in groups. Volunteerism is an out-
growth of this principle r nd is reflected throughout history
by r.en helping one anowner. America bzs been founded and
built upon the foundation of self-help. In 6500 BC the Tal-
inudic Sages inctuded in their Jowish Civid and religious laws
ten principle deeds by which an can earn his reward for
good living. Aniony’ these waore —

¢ the practice of charity
hospitality to wayfarcrs

viriting the sick

providing dowries for poor brides
attending the dead to the grave
acting as peace makers

Service of volunteering es we know them today in we'fare,
health, civie, recreational and cultural arcas are reflected in
these ancient principles,

Democracy in America has strengthened the web of friend-
ship and {he puttern established in early colonial times has
been vefieeted in the so-American traditicn of helpluyg thy
neighbor. As more needs for asiistance were evidenced by
persong, help for them was provided on a more organized
basis. Hence, community service organizations were created
to care for the handicapped, the poor and the unprolected.
Many 1esources nre available for detailed narrations of the
history of volunteer programs and services, and of famous
volunteers such as Jane Adams, Florence Nightingale, Clara
Berton, Dr. Paul Dudley White and many others.

In the 1970's there is sn ever increasing need to transform
the eapression for concern into action. Never before has
there been 20 much emphasis on the need for volunteers in
tte rocial change being effected today by civic and voluntary
organizations. Richard Nlxon stated in his campaign for the
Prezidency, “I intend to set up a national clearing houze for
fr{formation of volunlary aclivities . . . the government can

—1--
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make it possible for groups or individuals anywhere in the
country to discover atl unce what the experience of other com-
munities has been and to benefit from it . . . The Voluniary
Way is deeply reoted in American history and in the American
character. Today this is needed as selidom before—needed in
the cities, in the gepressed rural areas, needcd where govern-
ment has failed.” In April of 1969, President Nixon estab-
lished a Cabinet Committee on Voluntary Action, naming as
chairman, George Romuey, Sccretary of Hnusing and Urban
Developraent, and an office has been opened for the National
Program for Voluntary Actien, 451 Seventh Street, South-
west, Washingion, D. C., 20410.

Poverty programs established by the 1964 Economic Oppor-
tunitv Act and the governmental emphasis on the “Right to
Read” for every American have nrovided a grest need fer the
utilization of voluntary time by uny and all who can te chal-
lenged to give of {leir time and talent.

The Departnient of Hea'th, Education and Welfare defines
a volunfcer as a person who contributes his personal service
fo the community through ‘he agency’'s human services pro-
gram,

He is not a replacement or substitute for paid staff, but
adds new dimensiens to ageacy services and symbolizes the
community's concern for the agency’s clientele,

Partially paid voluntcers are defined as volunteers who Are
compensated for expenses incurred in the giving of servicea.
Such paynent docs not reflect the value of the services ren-
dered or the amoun! of time given 1o the agency.

WHY PEOPLE YOLUNTEER

It iz our purpoze to vationalize, in an un-scientific manner,
why people volunteer. There are two basic categoriea into
which theze reazons may be claszified. E.ther a percon volun-
teers because he szincerely wizhes to perfarm a service to
others for which he will receive no monelary compenaation,
ot he serves as & voiunleer because he hag been assigned or
brow.beaten to do the job. First we shall consider the person
who is in the latter category. whese busliness has “offeced his
services," or associatex have cailed upon him to give of his

Y 2
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lime and he is either repaying a favor they have performed
for him or he expects one frum them in the future. This
situation happens all {vo frequently, whrre the boss or a
customer, or the bLoss's wife calls to sk you to do them a
favor and you hesitale to decline, although you may not really
have the time or the particular talent for the task. “Pressure
volunteerism™ probably recruits more volunteers than any
other miethod, but does not provide the properiy motivated
persons who wili really o the best job. Many of these persons
will tend to gain atature and power 1o satisfy their own mo-
tives, which may or may not benefit the volunteer program,

We undoutiedly shall never eliminate this drafied volunteer
and it shall be our obligation to provida hint with the motiva-
tion and orientation to perforn: his task after he has been so
assigned, and & rationalization that there are other benefits
from voluntecrism than just to be lauded and to receive
thanka.

Thare are many reasons why we may willingly become a
volunieer. A dea. e to become responsibly involved in the real
problems of society and our community; the constant exposure
through daily madia—television, radio, newspapers, maga-
zines-——and even in the entertainment field, has prodded our
conseliences to of fer our help. It is obvious that donated serv-
ices to public institvtions will not only improve the quality
of the institution’s program for the community. but can alswo
reduce the cost of operation of the department.

Often we volunteer our tine to help ourselves or membera
of cur familiea. Working in school volunieer programs may
directly benefit our children’s education or we may devote
many heurs of time to a particular health agency because a
member of our family is arflicted or may be prone to a disease,
The need for a child to have a leader for his youth group
recruits many parenis ard this benefits countless alher yong
people.

More leisure time is now available to many. Autemation in
the home has freed the housewife from hours of hourework
and the shorter 35 hour work wesk may soon be reduced even
further. 1n the office, computers and automation have created
a dezire for human contact. Exacutives of corporations, with.
out question have alwara given volunteer service during busi.

-3
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ness hours, but the man on the assembly line or the switch-
board operator has not been allowed to contribute his gift of
service to a day-time agency needing volunteers. The com-
pany may receive as many public relations benefits from this
release of employee time as any other, althcugh this should
not be their motive for allowing time off for service to the
community. The new experiencea and chinge from daily rou-
tines may provide the stimulation to creste an awareness that
witl boost the morale of the employees.

The project manager for Urban Education tor the American
Telephone and Telegraph Company says there are 57,000 of
their employees who perform volunteer service. When release
{l:ne has been afforded their employees to be volunieera com-
panies are now asking for results to the community and they
~re finding it difficuit to measure how effective they are.
Can you demonstrate how beneficial a program is in teaching
a child to read? The only known research to have becn com-
pleted i3 in the Yeuth Tutoring Youth program; in this pro-
grarm it seems the tutor receives more benefits than the tutee.
Organizations must find ways to eva.uate the benefit of volun-
teer service to sell business and industry on releasing em-
piayees for volunteer activities,

People often find that their jobs offer relati _ly little oppor-
tunity for satisfving their deeper needs and zo they turn to
hobbies or other non-jsb pursuits when automation no longer
requires their best efforts and 2nthusiacm, Physicians and
vocational countelors have realized the bleakneas of the job
environment and have rerommended that frustrated workers
find another way to satisfy their needs for perzonal contacis
ard use of their =kills and ideas, This iz more prevalent in
the areas of the production worker without college education
and the middle-aged in pre-retirement years. These are the
individuals who can provide the new potential resource for
the many volunteers being sought today.

As people Lecome better educated and more apecialized fn
both business fields and creaiive hotties, they feel an obliga-
tior and dezire to share this knowledye with thoze who desire
to iearn. On th» other hand, we Lave Jearned that an educa.
tiynal degree is not the only qualification neceazary for teach-
iny others. and many of the mcat effective tutora are the
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under-educated who have been properly trained in basic skills
and posscas the proper attitude.

Observance of an associale or neighbur who is effectively
doing a noble and challenying valunteer service may provide
the motivation to cause many to investigate and respond {o a
need; or the desire to be part of the club or group with which
one ussociates,

Individuals Lave a basic need to help othera and the degree
to which they will strive to mett these basic humsn emotional
needs witl depend upon their personal values. There also is a
need to be needed. The retirce expresses a desire to be re-
treaded, not retired. For many it provides therapy, if they
are lunesomz or living with relatives and naed vutside contacts.

Newcomers to a communily find volunteering a “natural”
for meeting others in the community. Students on a vampus
may b2come involved quickiy with sctivities through volun-
teering.

MOTIVATION

Action Is the begirning of everything! In every human
activity, nothing of any consvy-ence happens until a person
wants to act. What he accomplishes depends to A :onsldecuble
extert on how muzh .nd why he want= fo act. Peyvond this
point the nature of human motivation becomes o plex and
zubtie. Vut everyona alive is motivated and the .bject of their
motivetion 1s some personal gor®. Our 1393l specvlation about
this geal is that it is on immredirie and obvious one, such a8
security, prestige or money. Often these tangible goals really
only pzve the way for providing the peraon with attainment
of any individual's ultimate purpose—wnich is to be himseh.

Motivation i the anderlying facior in recrustment, super-
vision and premotion of the volunteera and ghall be discussed
at greater length in later chaptera,

Everyone has puarposes and these purposes affect the wa:
he worke. The most powerful motivaiors are the elementary
biotogical needs—food, drinh, warmth, shelter and the like.
But personal growth is poteutially the most powerful motiva-
tor of all, because unlike other motives, il can never really be
satisfied. ’

8
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Sceial and cullural envivenment in which any individual
grows Lo adulthovd has mnch fo do with his goals, aspirations
«nd motivation. E. I3, Smith said “People rarely fail because
they intend {o. They fail because they rail to do what they
intend to do.” You caw't make a horse drink, but you can
make him thirsly. No one will work hard if he doean’t want
to. The job therefore is to make him want to work. Pcople
think, “I will think about that tomorrow.” We must make
them think about thatl today, .f we are to get them to volun-
teer. The ability to find this talent and match it to the need
for a volunteer i3 our task. People work for the feeling of
accomplishment they get from a job well done. They work to
Lelong; to be a part of a group.

Profeasor H. Harry Giles of the School of Education, New
York Universily, has summarized well fifteen basic principles
which motivate persons Lo volunteer. They are—

pariicipation

faith

belief in the plan of action
recognition of the problem
being critical of life
altacking the root problem

to identify personally

fo be wanted

sceing a range of posaibilitics
rewards and recognition
trust and responsibllity

to have power

to asscciate with positive action
to enhance self-reapect

to grow and belong

Moat studies have concluded that human astiefaction derived
from being a volun.eer .s the fo.eniost motivation for volun-
teering. Iy a Galiop Poll, 65 million Americans =aid they
would volunteer if asked. \Ye must find ways of asking them,
The whole volunlary eifort in this country is at the cross
roads. The present pattern will not suffice o meet the de.
mand. Salizfaction alena will not motivate enough persons
They nwust be made aware of the necd for their help and
satisfaction should be a by-product of volunteerisr..

—
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In a research project reporled in “Volunicers in Community
Service,” conducled to determine the motivation of North
Carolina volunfecrs, 525 volunteers gave the following reasons
for doing voluntcer work:

REASONS FOR DOING VOLUNTEER WORK

% Haning % Ranking

Reasan Important Unimportant
1 enjoy being with people 89.1 f0.9
1 like to get out of the house 23.8 76.2
1 like (o be helpful U6.4 3.6
The work is extremely interesting 85.1 14.9
it is very importunt the work be done  94.3 6.7
It is imporiant to my family that 1 do

volunteer work 14.6 85.4
My close friends do volunteer work 15.1 849
I feel it is my Juty to do volunteer work 72.3 27.7
My rclationship with those Userve is

very rewarding 92.4 1.0
1 like to feel needed 71.9 28.1
Voluntcer work gives e prestige 11.9 88.6

For an excellent analysis of these reasons, read chapter five
of this publication by Guion Griffis Johnson.

The leadership of every organization, staff aud volunieer
alike, should pledge its coiumitment t{o coniinual rescarch for
rew ways to motivale members of their community to volun-
teer and o provide themn basic training for service to others.

In the book "“The Year 2000 by Herman Kahn, Mr. Kahn
says —

“Increasingly we are not only developing primary occupa-
ticns and secondary occupations, but also teritary occupationa.
Women's prime role ia becoming lesz central to her life and
less capable of aatisfying her full range of inlercste. Mos’, of
us are going to have to find volunteer activities in oider iv
fulfill all the capacities and needs we have, It's going to be-
come increasingly important, not only in terms of what the
city needs, but in terms of what the individual needs,

“People arc getling lcas personal saticfaclion than they used
to because they're mechanized or automated; the human ele-
ment i8 taken out of them. You have that kind of job; a0 you
earn your living that way. But you really satiafy yourself on
what you plan to do on a voluntary basis, because you've got
tome command of what is golng to take place there.”

.
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CHAPTER I}
ARFAS OF VOLUNTEERING

Aygencies need to b crealive - the development of volun-
teer jobs to cateh the aftention of Mr. John Q. Public. Gone
are the days when very many persons can be attracted to rou-
tine dull jobs of filing, sorting, pasting labels or stuffing
envelopes. There is an occasional person for whom this is
good therapy, if their usual day is hoetle and full of confusion,
but the best resources for volunteers for these jobs are grouns,
who can relieve the monotony of the job while quietly visiting
with their associates.

Volunteer services vary from a relatively simple task of
phoning a handicapped person o visit and cheer hin, all the
way {o the spectacular service performed by Bob Hope when
he picked up the $70,000 dinner tab at the Waldorf-Astoria
Hotel in New York City and entertained the guesta who con-
tributed $1,000 apicce to the Eisenhower Medical Center at
Palm Desert, Californfa. Other volunicers are building a
geven-room home for Margaret and William Kienast, parents
of newly-born quintuplets fn Liberly Corners, New Jersey.
But whether maleriale, time or dotlars are befng donated, all
denote sincerity of the individual’s purpose.

Harriet 1. Naylor in her book, Volunfrcrs Today, saye,
“For some vrganizations, making a3 modern volunteer develop-
ment plan may have to begin with an examination of constitu.
tional and organizational atructure. The findings could mean
realfirmation for today's world, a shift of emphaals, or even
quile different objectives. The National Foundation fos I[n-
fantile Paralysis was forced to change objectives when iis
original purpose was accon.plished by the polio varcinea.
Found was a new, breader purpose which continues to attract
and hold volunteers.

“Jt is essential to expreas the ide.ls of each organization in
terms which will appeal to the calibre of persons reeded.
Whether our agencies have retained their connections with a
religioua. “nmunity or not, moat of them have had roots there.
We know from response from the Peace Corps that there atil)
are many people who would like to realize their ideals thiough

—10—
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woerk in an organization dedicated to service to otheras. To
many of these, salary is secondary. Current leadership, both
staff and volunteer, must iook beyond their own experience
and find ways to translate these idea]s into meaningful action
through service. A wide range of activities is possible in each
organization. Objectives and goals must be clearly expressed
for people who care so they can see this particular organiza-
tion as a place to make an important contribution to manking
through volunieering. If we are to make use of the incrrased
time away from work of skilled and semiskilled worke:s, the
appeal from the onsel must be not only idealistic but also
practical and realistic in terms of their needs.”

YALUE OF A DEVELOPMENT PLAN

The outline of volunteer jobs on the following pages should
e studied with these considerations —

e many tasks will require considerable more training
than others
® many fasks van be performed only by professionals

The job listings have been categorized into general areas,
jobs for groups, and volunleer services in the educational,
health, welfare, cullural, recreational and civie fields,

GENERAL

Participate in Speaker's Bureau of organization, “telling their
sory.”

Prepare and disseminate publicity for agency to media, organi-
zationg, profesaional journals and newsletters.

S-rve on boards and advizory committees.

Recruit other volunteers.

Interview volunteera.

Provide orlentatior for volunteers,

Supervise volunteers,

Teach hobby aclivities to others—gardening, photography,
collections, woodweorking, needle craft, sportas, ete.

Cierical and receptionist In o' fices of agency, hospital, church,
neighboerhood center, etc.

—11—




Prepure mailings.

Listen to people, and understa:id.

Plan, design, setup and/or astaff exhihits for agency.

Raise funds.

Take people to church, Sunday school classes and other
church meetings.

Serve n3 receptioaist in agency office, days or evenings as
needed.

Keep accounts for snack, thrift, or gift shops of the agency.

Organize and catalog books for agency library.

Carpenter, plumber and electrician for repaira (Mr. Fix-it).

Teach grooming, poise, make-up, carriage to young girls.

Keep scrap books and clipping files up to date,

Professional consultation-—lawyer, doctor, clergyman,
paychlatrist, dietician, soclal worker, accountant &nd
other businessmen.

GROUP JOBS

Prepare mallings.

Assemble kits of educational or fund raizing materiala.

Make materials to be used for patients’ therapy.

Sew and mend.

Make toys, tray favors, etc.

Distribute educational and fund raising materials,

Coordinate a transportation service on a scheduled basis by
members.

Adopt a4 family or homehound persons to offer h2lp and friend-
ship.

Sponsor fund rajsing benefit for an agency.

Do clean-up project, inside and cutslde of agency’s property.

Phone or visit businesses (v secure pledges of summer jobs for
needy youth,

Service health literature racks in physician offices and hoas-
pital waiting rooms.

Clean camp sites.

Group singing, carcling and other entertainment for shut-ins.

Plan parties for young, elderly and handicapped.

Collect games and prizes for parties.

Sponsor & youth club interested In learning the “apeciality”
of the group, such as photography, gardening, printing, coin
or stamp collecting. interior decorating, nursing (Future
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Nurszs Club), medicine (IFuture Physicians Club), ete.

Group leaders for delinquent youtks.

Canvas homes for blood donors.

Take children from a group home on regular monthly cutings.

Deliver and return library books from retirement and nuraing
homes.

Conduct deor to door survey.

Make cockles and sandwiches fur day care centers on organ-
fzed schedule.

Decorate & Christmas trez for group homes, nursing homes,
ete.

Collect scraps to make plllows, afzhans or guilts for elderly.

Collect canned goods for holiday gift basketa.

Collect books and sort for baok sale.

Make layettes.

Compile scrap books for young and old.

Donate planta and flowera to pre-schools, nursing homes, etc.

EDUCATIONAL
IN THE SCHOOLS

Claxsroom
perform clerical, monltoria), and teacher reinforcement
tasks under the dirzet supervision of the classroom teacher
write notes to parents
assfst young children with clothing
tidy room
water plants

Audic-Visual Techniclan
complle picture files, Invintories, storles
perform simple 1naintennnce tasks
operate audlo-visual equipment
asalst as a atage manager
prepare audio-visual materials
make tapes of children’s slories for clageroom use

School Counselor
perform clerical, monitorial and counseling reinforcement
tasks under the direction of the ccunzelor
good nelghbor to family of chilld with problems
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Schoeol Lunchroom
supervise funchroom aceording to school practices during
lunch periods
maintain order
help children when assistance i3 needed
work with administration and feachers to improve
procedures
supervise aftar-lunch piayground or speciat activities
sell meal tickets

General School
perform a variely of school dutles as assigned by principal,
assistant principal, or designated teacher
assist at doors, in hall;, office, bookstore, library, clinic,
classroom
collect and count money
catalog magazine and newspaper articles pertaining to class
units
register children for «choc! insurance program

School Community
acy a3 a liaison person Lotween the school and the community
by informiing parents of school and community services and
by Informing teachers of community problems and apecial
needs

School Hospitality
arrange for parent-{:acher interviews
receive pa.vnis who vitit the school and, under the direction
of the principal, conduct the parcnts to meet with the
teacher
arrange for refreshments for teachera, parents, ard
children
be a translator
errange tours of scnool and of the volunteer program

Deparimental
work In - particular scheol department (language, seience,
fine arts, etc.) to perform desiguated deparimental tasks
such as record keeping, invento.ies, attendance, aupplics,
marking obje :tive teats ete.

Library
work under the supervision of the certifi-ated librarian to
assfsl in operating the school libravy

14—
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shelving, repair, filing, clipping, circulation and book
processing
clerical help in central school library

Testing Service
work with professional testers in schools or regional centers
to arrange for, administer, check and record studenis’ test

resuits

Teacher Clerleal
pecform record keeping function
cobiect, monitor, duplicate tests and schaol £ - ns
plan and supervise grade pariies
School Securily
Assigned by the principal to security tasks—doors, corri-
dors, specinl events, lavoratories, parking lot
banking of school receip!s

After-School Program
aponsor club activities such as slamp or coin collecting,
sporls, drama, photography, knilting
supervize under the direction of the te:-her, any after-
school activities
chaperone functions

Materials Resource Center Assistant (Program Learning Lal
Assistant)
perform clerical, custodir}, and monitorial functions in a
materfal resourca center or program learring laboratory
Special Tulent
offer apecial talents to asaist teacher 'n teaching art, music
and/or crafls

Spocial Skills
aexist teacher by having apecial gkills in the areas of shop,

romemaking, ot speaking a forelgn languige (i.e. nalive
Spanish apeaker)

Crisis Center (Opportanity Room)
work with children who have problems of adjusiment in the
regular clatarcom situation

Playgrovnd (Recreation)
work with teachers during the school day to assist with
physical education activities
organize gamea, aporiy, or intramoral aclivities
—16—
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Reading Improvement
asaist reading specialist with basic and/or remedial instruce-
tfon {n a aingle school or group of schools

Special Education
asaist special education teacher fn implementing instruction
and activities for individual or groups of special education
pupils

Speech Correction
work with speech correction teacher to provide increased
correctional services for pupils with speech problems

Attendance Officer
provide assistance in dealing with attendance problemns
may make home cells whose purpose is delineated by the
attendance of’fcer

Bus Attendant
employed at beginning and end of the school day to super-
vise louding and unloading of school buses
may be assigned to ride buses especially those transporting
very young children and on field trips

High S:hoo! Theme Reader
read and check claas themes for those aspects of writing
indicated by the tescher

School Health Ciinle
operate health clinfc under the direction provided by school
nurse
simple firat ald and sympathy in shsence ~ nurs.:
dental hygiene assistant

Laboratory Technlcian
asaist In school laboratories (language, science) urnder
supervision of teacher
set up, maintain, ar ! operate equipment

Story Telling
fn librarica, classronms or recreational areas

Registration
children in pre-kindergarten, kindergarten and other grades

Decorate Room
cut mats for pictures




change plctures on butletin boards
mount pupll’s work
creats holiday displays

Career Motivation
talk on career opportunities
arrange visits to hospitals, industry, ete.

Enrichment Programs
display special collections
assist In assembly programs
“art exhibits go to school”
arrange special holiday piograma
act as resource person for science, social studies and other
units in curriculum
speak to classes about particular subject in which volunteer
is authority
show slides, films and souvenirs such as costumes, or dishes
from trips taken
trouping theater opportunity—special holiday programs
field trips ro farm, zoo, parks, industry, ete.

Tutor
give warm friendship and supportive help on individual
basis with student school work

Create Supplies
make costumes for plays
make educational games and teaching aldes for remedial
reading and lutors; flash cards, bean bags, charls
make ""feel books”
design bulletin board displays, posters
niake puppets

Adult Education
teach classes
take enrollment and collect fees

—17—
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IN THE COMMUNITY

tut. r adults in basic education

tutor college students

ataff mobile and neighborhood library units

teach negro history and culture

pian and lead discnssion groups

give lectures and informational talks

asaist students in obtaining scholarships

serve at Sclence Center as tour ~ulde, office worker and on
field trips

teachev aide in pre-achools

attend school board meetings

study innovations in fleld of education

for Head Start classes and day care centers provide

{oys sclence displays
puppets and theatre plants and seeds
favora and prizes name tags for {rips
games holiday decorations

donate books, encyclopedias and magazines to librarles of
neighborhood centers, nursing honies and other institutions
share collections and exhibits with ¢thers

teach boss car or electrical applinnce repalring; industrial
aris

on educational television, moderate panels, perform in gkils
and other programs

donete funds for college entrance teat fees

HEALTH

Distribute educational materials about prevestion and treat-
ment o€ diseazes to the public.

Teach Firat Ald; give First Aid wwhen needed.

Plan, dosl,n, get up andsor maff exhihita for the public and
profeasionale.

Show 2ducational films to schools, clubs and organizations and
other publics.

Plan public fo.vma and meetings to discuss ealth problems
and solutiona.

Distribute educsiional materials to profczsional peraonnel, ete.
Plan profeasional educational programs.
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Nurse or aide assistant in clinie,

Assist with immunization programs,

Provide transportation for patients to and from services.

Take children and adulis to dental clinies.

Deliver meals to kome bound.

Crochet bibs for cancer patients,

Improve quality of patier.! care.

Assist with patients’ therapy.

Weligh and measure children In well baby clinics.

Visit homebound, providing recreation and friendly help.
Assist in dental clinie.

Donate blood.

Staff a counseling phone servica for {roubled youth.

Assist patient's family with therapeutic support and services,
ete,, aitting with elderly, handicapped or children.

Make foled newaspaper nuraing bas's for pablic health nursea
Prepare speclal diets.

Teach work simplification to patlients whose activitles lLave
been linited.

Prepare materials for patients’ use, etc., bandages, pads, blood,
ete.

Assist in health careers orientation programa.

Give health services to children In day care centera.

Teach nutrition tc mothera, the elderly, and the under.
educated.

Make articles for use by blind.

Provide friendship and help 10 a mental health patient in and
Jut of inatitutional setuing.

Physlcal tharapy aide for stroke patients in their home.

Serve in hospitals, nursing homes and related institutions:
supervise youth volunteers
walting room; hosteas, informatfon
{loor secretaries; ype, file, answer phone
dietary afde; asaist with general diet tiaya
children’s play room-—recreation
feed and entertain children in rooms
sewing and mending, surgical gowns and aacks, linens,
gowny, elc.
tnake toyes and tray favors
decorate rooms
supply service—preparation of materials for sterilization
and di:tribution in hoapital
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maXe items for fund raising activities

public relations—newsletter, ete.

friendly visiting

take pletures of patlenta

assist staff in finding foster homes for patlentsa ready for
discharge

help patients find employment

play piano for religious services

help patients engage in voluntzer work in community

assist staff in preparing patients for discharge
reception’st—Iinformation and visitor control

assist with tours of facilities

teach speech to aphasics

tranaportaiion of patients withia hoapital

interview admitting patients

take ambulatory re ‘dents shopping or to movie; or shop for
resident

emergency room; inforn.ation, hostess

clerical dutics in pharmacy, admissions, medical records,
and other departments

craits, games, soclal and recreational activities; provide
prizes

escort service for new patients and other patients tc treat-
raoil areas

handle personal business affairs for patients

messenger service

linen room check

nursing service assistance, making emply beds, feeding
patlents, etec.

remember patients on birthdays and other apecial occasions
flower care—delivery arrangements and care

assist with hearing and sight testing

library service—delivery of books and magszines to
patlents; clerics) help in patients' and medical library
provide beauty services

mail distribution

serve s Interpreter for non-English apeaking patients

read, write letters or visit; wheel chalr service for
convalescent patients

therapy aldes: recreatfon, occupational, phyaical and o*her
corrective therapy aides

in gift ahops as buyer and aales person




snack shops in cashiering, food preparation and serving
teach a hobby

Special jobs for youth, in addit‘or to many of those above with
proper tra:ning and supervision

{May be given designation such as Candy Stripers)

ruh movie projector

operate ditto-type machines

storeroom supply check

deilver water to patients

messenger service

befriend anuther teenager in the mental ealth depririment

clean up nssistance in laboratory

care for exper' mental animals

WELFARE

Conduct research.

Friend to a fatherless boy or motherless girl.

Ansist with housing, employment, ete. of cllents,

Teach nutrition and homemaking sakiils.

Aassist clients with money management and budgeting.
Professionals give sessions about court procedure, child care,
health problems, etc,

Baby-sit for clierts so they may secure education, health and
social services.

Help clienta find assistance from community services

Teach housekeeping efficiency and practices.

Repair toys and mend clothing.

Provide food, toys and clothing for clients (not just at holiday
time).

Transport young babies frem hospitals to foster homes.

Help emotionally disturbed children.

Plan programs and work with retarded children and adults.
Instruct birth cortrol classes.

Draft legislation and loboy for effective programa.

Process applications for reduced bus fates for elderly.

Help develop sheltered workshops and zocial activity clubs for
clients,

Develop foster homes and find suitable ones for clients of all
ages,

Build ramp to home for wheelchair patient.
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Conservator for elderly and handicapped, establishiny bank
accounts and paying bills.

Secure food stamps and shop for elderly and handicapped.
Assist with preparation of income tax returns,

Can surplus food for clients,

¥ile Homestead and Mllitar tax exemplions for homebourd
and disabled.

Sponsor or transport a child to camp.

Provide recreation for occupants of rehabilitative half-way
houses.

Transportation of clients o service.

Repair elecirica) appliance, radios and televisions for handi-
capped.

Unijon buddy—counselor for unemployed or newly-employed.
Plan and implement holiday observances in institutions.
Initiate and conduct surveys to assess unmet needs and gaps
in services,

Participate in group sports aclivities with boys from broken
homes.

Organize a “Train A Maid” program to teach women the
techniques of caring for a home for otheis and themselves.
Find volunteer projecis for residents of nursing homes, such
as preparing large volume mailings or 10ll bandages.

Serve as travel aide in public traneportation terminals.
Keep records in Welfare Clinies.

Teach ADC niothers lo leach each olher good housckeeping
practices.

Provide speech tlierapy to children whe cannot talk; survey
preschool and baby cottages for purpose of environmential
changes that counld encourage speech and language develop-
ment,

Assemble amall personal item kits for women fn nursing
homeas.

Perform clerical jobs in soclal work departmeats, keeping
files up-to-date, cataloging books, ete,

Serve as receptionist In social work departments, assisting
clients and their familics to underatand and comply with pro-
cedures,

Pesearch assistants in administrative and collnborative
studies,

Language interpretor.
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Scout and investigale communily rescurces, such as foster or
boarding homes and personal care institutions.

Make Halloween and p.ay costumes for children.

Help acclimate clients to new placements, {0 meet their social
and recreat.>nal neuds.

Interpret to community social needs of sick and disabled.
Cook and serve breakfast to underprivileged children.

Assist Home School Liaizon worker with social concerns.
Organize ''clean up” projects in r:ighborhoods.

Search legal records, verify divorces, deaths, marriages and
properly rights, and obtain hospital records for clienta.
Secrve on Indian reservationa.

Barber o. beauty operator for handicapped in their homes.
Secure scholarship: for young and adult clients.

Perform handyman services in repair and clean-up of yard
and homes of elderly and handicapped.

Help in Day Care Center cooking, feeding, supervising, enter-
taining, and providing atlenticn for children.

Feed handicapped children.

Assist in sheltered workshops.

Open job doors.

Answer inquiries about resources in an information and
referral service.

Make layettes.

Interview applicants for Christmas assistance.

Write up and type case hisloriea.

CULTURAL

Art Center
tour guide, office, promotion, fund raising, giftshop (buyer,
sales) cataloging

Mugeum
tour guide, cataloging. sales, promotion

Teach art, music, drama, dance, weaving, elc.
instrumental (plano, guitar, organ, etc.)
accomplanist for programs

Perforn in aris for groups.
tnusical
drama
puppet shows
dance
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Song leader

Fix flowera and teach flower arranging.

Plant gardens with children and the handicapped and for
elderly.

Support a community orchestra,

Support a community theater.

Design and iHlustrate posters, brochures, displays.
Photographer for organization.

Usher, stage hand, scenery designer, janitor, actor, costumer,
ete. at theater.

Create audio-visual materfals,

Plan garden tours.

Direct a choral group of .ny and &ll ages.

RECREATIONAL

Lead a youth group.
scouting, camp fire, 4-H, etc.
Supervise and nssist in summer camp programs.
Participate i.. recreation program i for Golden Agers.
Teach and supervise sports programs indoora and outside.
Take children to 2o0.
Chaperone parties.
Operate projector.
Present travel and slide talks.
Playground assistant.
Serve meals at dsy camps.
Day camp a:sistant.
Water nafely aide.
Swimming teacher,
Repair camp equipment.
Transport children and equipment to camp.
Clean up camp grounds and buildings.
Teach nature lore,
Take groups on trips to historfcal aites, 2004, parka and to sce
Christmas decorationas,
Organize nelghborhood sports programs.
Plan vest pocket parka.
Blke trip leader for American Youth hostel.
Pool gvard.
Camp coungelor.




Collect day camp or playground fees and take attendance for
same,

Supervise and sassist with drop in centers and coffee houses
for youth,

Donate camping and conking equipment to youth groups.
Equip grocery carts with art supplies, dress-up clothes, booka,
sports equipment and take into neighborhoods in summer for
children's play.

Direct youth activities and outlings auch as plcnics, skits,
hikes.

Drive bus for children going to day camp, field trips;

for elderly on sight-seeing tours.

Make Girl Scout and other uniforms for needy girls.

Canteen worker.

CiviC

Courts

juvenile detention centers

juvenile court volunteer

observe court sessions and report

work with ex-prisoners to discuss personal and comtnunity
problems

be a volunteer probation officer

probation counselor

foster parents

teacher aldes in attention homes

tutor youngsters

be a friend to the family

assist in release on recognizance for indigent offenders
big buddy, brother or sist.s

pastoral counseling

sponsor carning trips

diagnostic and/or pre-sentence investigator

gather background data for behavior modification
techniques

teach skills, such as auto mechanics, to probationers
cosmetlology, carpentry, ete.

provide marriage counseling

supervision aide

teen alde

court aide

ryr
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professional assistant

take social service data

case aide

law students on one tn one Lasis with parolee
futor and group activities with prison inmates

Parks Department

paint outdoor furniture

rake, nuw, trim trees

plant

clean sticels

remove debris

conduct tours of zoos, planetariums, science centers, ele.
donate funds to pturchase aunimals for zoo

Administration

office work
advisor
conduct tours of facilities

Heolth Department & Public Health Nursing

visit the aick

prepare reports and cheris

file, type, ctc.

study and understand issues

help get out the vote

attend city ang state governmental meeting

voter tegistration rofl

proniote auti-littering campaigns

study tax structurcs

improve housing

help in urtan renewal and model city programs

promote coaservation

decument and photograph buildings of historical fnteross
a8 a permanent contribution to atate archives

earve refreshments at induction center

civil defense—pack materials, shelters, tornado wateh, cle.
ansist in servicemen’s recreational facilities

fill ,and bags and build dikes for flood control

clean up after natural disaster

maintain club anc. organizational file for library

b
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i CHAPTER H!
BOARD—PURPOSE AND FUNCTION
ORGANIZATION

A bhoard evolves within the structure of an organization or
i gency to provide a new dimension of service and guidance.
The formalization will depend npon tha purposes the board
will fi)], as demonstrated by their need. The amount of ron-
trol and support is defined by the policles of .he organization.
The board s the legislative and judicial body and nrovides
guidance to organizations in policy and »lanning. The goal of
the board must be the same as the goal of the organization it
serves. By-laws will be developed around the responsibilities
of the board.

Defnition of a board given by Cyril 0. Youle in his beok
The Effcetive Board “is an organized grou) of people collec-
tively cortrolling and assisting an agency or assceiation which
is usually adminislered by a qualified executive and staff.”
He identifies three kinds of boards, as follows:

The controlling board, which usually possesas the immedi-
ate and direct legal respunsitiiities for the work of an ageicy.

Second, an auxiliary board, created usually by the control-

ling board to carry out cerfain agreed upon responsibilities.

i Usually the "board’ supervising the volunteer program of arn

| agency I8 an auxiliary board or a standing committes, which
reports tu the controlling board.

Last, an associational board for a voluntary imembership
greup is basically responsible (o {t8 own club raembers, such
#8 a fraternal body, professional sociely or spec'al fnterest
leagnie. 1t is to thia kind of board and its membership that an
agency must often go to recruit volunteers, in the hepe of
interesting the group in adopiing the agency's service needs
as their phi'anthropic project, for a designated perinrd of time
or on & continuing basia

POLICIES

By-laws are the rules and regulationa by which the board
and organization cverate. Thay must be consistent with arti
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cles of iancorporation of the agency or parent organization
and should establish the structure of the organizaticn. If the
organization is incorporated, they must conform to laws of
the state in which they are incorporated, and legal counsel
should be secured.

The number of articles in the by-laws depend upon the
nature of the organization. Usualiy the following articles
suffice —

¢ NAME OF SOCIETY

& OBJECT, which outlines the purpose and responsibilities
of the organization and its board members

¢ MEMBERS

Size and composition of the board needs to be clearly stated.
Often boards secin to grow like Tepsy, if there are no limita~
tions on membership and it becomes & socirl group as friends
are invited to participate without formal procedures, or con-
sideration for board composition. Likewise a dynasty will be
perpetuated if {exure of memberahip i3 not limited, and per-
sons remain on the board for »eara, without purpose and
contribuling less each passing year. Howev: some boards
auch as hoapitals and universities have a peri.. nent memter-
ship.

Method and time of election should be designated; likewise
when terms of membership and office begin and conclude
Every election is an appointment but not every appoiniment
is an election.

It {s recom aended that membars be elected for specific two
or three year terms, with a proportionate number of members
being elected each year so there is a continuity of service.
This way only one-half or one-third of the members are eligi-
ble for re-election each year. If membership is limited to two
or three terms of office, different individuals are invited to
serve and new ideas and resources are brought to the board.
With the proviaion that persons may be reelected after a
period of a one-yvear atzence from the beard, outalanding
members may be refuined 1o the borrd and in the interim,
they may be appointed to commiliees, so their Interest and
coniributions are not lost.

There are valid reasons for membership to be represented
—99..
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hy age groupings, geographic location, professiopalism, con-
sumers of service and other factors, whnich should be desig-
nated in the by-laws so {hat the nominating committee may
follow the desired design. Every age group has contributions
to make. The older person offers experisnce and wisdom, the
middie-aged may be active in society and in prestigious posi-
fions and the youth has energy, enthusiasm and & need for
recognition and reaponsibility in the community.

If each board member has a committee assignment, as a
chairman or member, he will maintain more intereat and be
able to further the work of the organization in this dual ca-
pacity. The theory has been proven time and again that people
will care unly to the extent that they are truly involved and
involvement in the aclual working needs of the agency will
nicet the requirements of the agency's program.

OFFICERS

Orficers of the board, their terms of office and respective
dutic« need o be concisely describea in by-laws. Usual offices
necessary for carrying out board functicns are chairman or
president, co-chairman or vice-preaident, scoretary and treas.
Ut r,

Holding an office i3 a privilege and not & 1ly aud the con-
lact with othzr persons sheuld be enjoyable. This privilege
inv- ves very definite reaponsibilities. The JRESIDENT or
chairman js the elected head of the organization. His duties
in & meeting are to:

1. Call the meeang 1o order at the appointed time,

2. Announce iten: on agenda in the proper order.

3. Hecopnize those who wizh to speak i proper order; nro-
tect the right of the person speaking and to maintain
decorum.

4. State all motions that have been correctly propesed and
seconded, so that all have heard and understood it before
call for the vote.

5. Vete by ballot in cax¢ of tie when authorized by by-laws,

C. Ktate definitely and clearly rerult of vote.

7. Usze Roberia Rulea of Order in conducting all meetinga.

Oth-r duiiea are to sign 211 acls or orders when necezsary and
act as the official representative of organization to outaide
—30—
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persons, guests or other organized bedies as necessary.

A successful president should have the ability to lead, to
preside and to “keep his coo).” He needs understanding and
consideration of others. It is a challenge to secure a commit.
ment from members as to the purpose of the board and to
develop an altruistic quality in membera. He must keep in
mind both the aim of the organization and the needs of each
individual within the organization, as long as satigfying these
needs does nct conflict with or harm organizational goals.
Other attributes and techniques may be {o —

® be firm. competent, tactful and just

¢ have knoisledge of parliamentary procedure

® listen to the voice of minority, but obey the will of the
majority

e fully acquainted with by-laws of your own club; hov
and when all functions of the club take place

be nonparlisan, imnartial and neutral when presiding
dclegate responr

encoarage partic | . " attendance at £1l meetings
appoint best qualific.. per:ons for specific assighments;
appointmeiits are made only when by-laws 20 state

Other helpful “do’s and don'ts” are —

¢ refer to yourself as “the chair” or “your chairman,”
never use the pronoun “I"

o usk if there are any corrcetions to the minutes (no* cor-
rections or additions) ; an addition is a correction

® =ay “your organization” or *your members’; do not refer
to my club, my members, my plans, my officers, etc

o expedite slow situations by suggesting “Would you care
{0 have thia matter investigated by a committee or post-
poned until the next meeting”; don't state your own
opinions. Use dizcussion as an exchange of knowledye;
avoid #rgument which is an exchange of ignorance.

VICE-PRESIDENT should be familiar with the duties of the
president and be prepared at all times to asaume that office.
He may take the chair when the prezident wichea {0 engage
in debate. Specific tazke, preferably indicated in by-lawsa
should be assigned to the vice-president. A considerate preai.
dent will keep the vice-president informed and take him along
whenever pouine to other meetings. Unless the by.laws so
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state, the vice-president does not automatically succeed to the
presidency, but since this frequently happens, it is helpful if
the vice-president has been oriented during his term of office.
There may be more than one vice president with a different
duty assigned to each.

SECRETARY should record accurate notes of whatever busi-
ness is transacted, and from these notes prepare minutes,
which are the officlal records of the organization. His chief
duties are —

@ keep careful and authentic records of proceedings

#® take notes s¢ the exact working of a motion or motions
pending may be furnished during the meeting

® search minutes for information which may be requested
by officers or members

® prepare roll of members and call it when necessery

® call meeting to order in absence of presiding officers

® preserve all records, reports and documents of the organ-
ization except those specifically aszigned to custody of
othera

® provide the president or chairman at begiiining of each
meeting with a detailed order of busineas, including list
of unfinished business, of committees which are to re-
port, and of announcements

® provide chairman of each committee with list of members
of his committee and with all papers and instructicns {n-
tended for it (if this is not & staff responsibility)

® read all papers called for by membership

® authenticate all records by his own signature

@ have available at all meetings coples of constitution, by-
laws and/or standing rules of the organization, together
with list of all slanding and special committecs

® carry on official correspondence of organization and
keep file of correspondence if there is no corresponding
secretasy. Read necessary correspondence at meetings,
reading signature firet before conlents of leiter

The zecretary should be chosea for an ability 1o be reliable,
factual and concise. The minutes should include only busineas
transacied, not discussion, personal vie.wy, opinions or com-
ments, such as "Mrs. G, gave an excellent report ”’ as others
may not have thought it was an excelent report. Minutea




should include —

¢ kind of meeting

date, time and place

methed of disposition of minutes of previous meeting
business transacted

exact working of every motion, who made motion (sec-
onder {3 not named), and whether it carried or lost

The secretary has the same rights 1o make molions and to
enfer into debate a3 any other member.

TREASURER as disbursing officer is responsible for all
monies and for payments of bills of organization; and keeps
records of receipts and disbursements. A summary of the
monthly finances {s submitted at each meeting and & complete
report 2t least annually. Reports should be accompanled by
supporting records. Monthly reports are declared accepted
by chair if there are no questions. Only the annual treasurer’s
report §3 referred to the auditing commitlee and the auditor's
report is accepted after completed and submitted. Usually
checks for raymenis need two signatures, either those of the
staff executive and the treasurer, or the president and the
treasurer.

MEETINGS

Time and place of board meetinga should be designated in
the by-laws. Meetings should be frequent enough to keep
board membera informed and interested, but should not ke
held without purpose. If committees are functioning regularly
and properly, there should be cnough pertinent Lusiness and
prorsrams generated for reports and rcgular metlon by the
board. Perhaps summer months are slack time for the agen-
cy's operation and board members are not as available; but
many rew voluntary aclion programs have their grealest
share of work in the summer months, so the meeting achedule
shouii be tailored to the needs of the agency and board mem-
bers chosen to serve corresponding to these needs. The time
of the meating alsn will be governed by the kind of agemey
progeam and availability of membera. Times may range from
early breakfast meetings to accommuadale the buginess man,
through al) day! me hour., Juncheon or dinner meetings and
evening sessiona, Expensive luncheon and dinner nieetings
should not be a requirement for participation as a board mens-
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ber. With participation from all socioeconomic areas new
being emphasized, arrangcments must Le considered for pro-
viding cost of meals for those unable to afford the price or
changing meeting schedules to avoid this expenase.

Special meetings are needed occasion®lly and methods of
calling special meetings should be spocified.

Quorum is the percent of members required {o be present
for the iransaction of business. In official bodies, the quorum
iz usually at least a majority of the members. Voluntary
organizations, suach as business, professional and community
cocieties, determine their own quorums. The by-laws should
state this percent. If they do not, the (.orum is a majority of
the membership. This is a high percent quorum for a volun-
teer association. Quorums as low as 105¢ are common in large
voluntary organizations.

EXECUTIVE BOARD

Often an organization 1.eeds routine busin2ss to be handled
by a small deliberative body U swally the officers constitute
the membership of the executive committee. but standing
chairmen may be included. Committee reports and recom-
mendations are referred to the board for nction.

COMMITTEES

In addition ta the Executive “ommittee, many orgenizations
have business to handle that can best be accomplished by
dividing it among standing comraittees. Kach of these con-
mittees has a definite job aszigned to it, as outlined in the
by-lawaandi a permanent body, with members being changed
annually, biennually or triennially, as spicified. EKach com-
mittee investigates and plans its own area of responaibility,
reporting the research and recommendations to the board for
action. The functions of all committees are to—

¥ investigale
® consider
¢ report

Each commitiee should have a chalrman and c¢n-chairman
and possibly a secretary if much business tranapires. Officers

—% -
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and commiltee chairmen should prepare an annual report of
all action during the year for the board and for the auccessor,
This is a useful evaluation and planning iool.

Special or ad hoc committees are appointed for a specified
purpose and are dissolved as soon as they have finished this
task and their report is made. They may be appointed either
to serve the board or one of the standing committees. Action
commit{ees should be small but deliberation committees should
be large.

The nominating committee should not be appointed by the

“chair, bul should b2 elected. The president may be an ex-

officio member of all conmimittees except the nominating com-
mittee. A nominating commitice member should not be em-
barrassed if his name is proposed for an office, as he should
be as eligible as anyone else. The nominating commiltee
should seek persons with talents for organization, personnel,
financing, evaluation, promolion, service, needs of the people,
geographical boundaries and those with altruistic purposes.
They should be honest with those they are asking to serve,
oullining all responasibilities of the job and the commitment
to the purposes of the agency to be expected. The executive
staffs the nominating committee but other staff may be dele-
gated to serve other committees.

PARLIAMENTARY PROCEDURE

Roard members are usually busy people who are giving time
from their businezs world and family schedules to attend
meetings, If the meetings are well planned with a complete
agenda prepared ahead of time and if the chairman is well
orientled to basic parliamentary procedures, the meeting should
progress orderly and efficiently. Paid steff should be kuowl-
cdgeahle of parliamentary procedure and have a good parlia-
ment ry book such as Robert's Ruldes of Order redily available
for reference, for procedures that are not defined v ithin the
association'a policier, Parliamentary procedure is a poliew-
mal ing tool, meant for use in legislatures, local governing
Dodies and in Jhe busineaa meelings of voluntary associations,
It enables frec peaple o {ake united action and ye! retain the
greate.. individual freedom consistent with tho interesta of
all. It ia a precious pass key to peace and good will. A parlia-
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mentarian may be appointed by the president (this i3 not an
elective office) and their assistance as & rescurc person for
meeting protocol may be invaluable.

Every organization, in its by-laws or rules of order, should
have & statemelt like this: ‘“The rules contained in (name of
parliamentary book) shall govern the scciefy in all cases to
which they are not inconsistent with the by-laws of this so-
clety.” Without this statement, much confusion and trouble
may be caused if anyone 3o wishes,

METHOD OF AMENDING THE BY-LAWS

By-laws should be kept up-to-date and amended when neces-
sary. However, they should not be revised every year or at
the whim of the policy committee unless there is a major need.
Too often workable by-laws are hashed over and time taken in
board meetings to change minor details, when it is not neces-
sary. On the other hand, they should be reviewed about every
five yrars to be sure they are up-to-date and to be sure they
are being practiced. If the organization {s related in policy
and practice to a sponsoring organization (i.e. a hospitai guild
to a hospital board) all aspects of the relationship should be
stated in writing as approved by both organizations. If by-
laws contain no rule for their amendment, they may be amend-
ed at any regular business meeting by a vote of the majority
of the entire membership; or if the amendment was subm.tted
in writing at the previous regular business meeting, they may
be amended by a two-thirds vote of ths € voting, if a quorum
is present. It is well for the by-laws to state rule for amending
and it is recomimended that previous notice and a {wo-thirds
vote always be required. A special commit{ee may be appoint-
ed to revise the by-laws or this may be the duty of a standing
Policy Committee.

AGENDA

The order of buziness should be prepared ahead of meeting
time and the ataff and presiding officer sliould have it thor-
oughly vutlined. 1t will give order and direction Yo the meet.
ing. indicating retationship of items to each other and expedite
an effective well-ordered meceting. An opportunity to dis-
trib te leadership within the memberszhip iz provided and




members who need to prepare reports will have proper notifi-
cation if the agenda is mailed with the meeting notice

Meetings should be conducted using the foliowing order of
business:

CALL TO GRDER—-Presiding chair.nan or officer
BUSINESS MEETING—

Reading of minutes—Secretary
Approval-——no vole necessary. Chairman announces
that minutes arproved as read or as corrected.

Report of officers
Secretary or Correrponding Secretary—Correspond-
ence read
Treasurer—Treasurer’sa report
Reports of standing committees
Reports of special commiitees

UNFINISHED BUSINESS

Any Lusiness from the previous meeting which had
Leen referred for further study should be reported at
this time.

NEW BUSINESS

Any action necessary from committee reports should be
completed at this time. Membera may introduce new
business at this time for discussion, for referral to a
committee or for action.

Bills of the day presented for action.

PROGRAM

If there I8 any program, such as an outside &peaker, a
special convention report, etc. thia may be after busi-
ness has been conducted.

ADJOURNMENT

Chajrman should adjourn meeting promptly go that
those who must leave may be properly excused. In-
formal discussions by members may be held after this
if they wiah,
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YOTING

Voting is the most important activn taken by a ciub, giving
individuals the velicle for expression of their ideas and deci-
sions. Terms to be understood to conduct voling procedures--

¢ Plurality vote--more votes than any other person

o Majority vote—one vote over one-half of votes cast

o Unanimous vole—every vote cast for one side or one
person

® Two-thirds vote—35 of the votes cast

® Proxy vote—vote sent in writing, when absent on day of
voting

® Roll call vote—vote taken by calling roll of members

BOARD RELATIONSHIP TO STAFF

In the carly days in selilement houses and welfare ag.mic3,
policy was made and enforced by the board of director-. As
the work increased and jecame more complex, there was n
need for the employment +f staff, This necessitaled outhining
arcas of responsibilities of each, dividing them belween the
person hired because of his profezsional skills and knowledge
and the group of voluntezrs who formed the board. The prin-
ciple of partnership and shared management should be tos-
tered, as it will advance the purposes and goals of the ag. .:7cs
with all working for the same resulls,

A clear understandirg of the respeclive funclions of the
board and the staff between policy making and adrinistrative
managenient should be maintained. Policy making and pclic
review Is ultimately the responsibility of the board. Iilicy
exccution, or administration is the task of the staff. Pol y
festing is the role of the members. The board ghould never
completely delegate to staff the functions of obtaining finun-
cial support, providing facilities or interpreting agency poli-
cies, but they may wish to share these responsibilities with
staff.

In voluntary organ‘zations, hoards are of gpecial importance
and membera are closen for their particular abiliticr and
expertizse in variouz sreas of community service and organiza-
tional abilitiez. The aff should idenfify the special arcas in
which the volunieers are experts and Le willing' {0 delcgale
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authority Lo call on them for assistance. With their velunlary
acceplance {o serve on boards and committees, {ndividuals are
wsstiniing vesponsibility to function on behalf of the agency.

The execntive und other staff ave professicnals who must
commit themselves to fully serving the agency and its board
as administrator and program consultants. The executive
officer of the board is the staff director who works as a part-
ner with the president, performing the following duties—

® aszure the adoption of policies and program
® Leep board informied on all exsential matters of operation
® assist in recommending assignments to commitiees
¢ plan with president to develop beard leadership and
orientation
The executive has total reaponsibility for the following areas—
9 juitiate and rescarch plans and programs of agency
8 assign and divedd work of the staff, provide their training
and superyision
organize and coordinate office routines and functions
evaluale proyiess
maintain property
admipister expenditure of funds within the budget
{rain ard assign volunteers

L I B

M-ny of these duties mayx be delegated within the siaff,
Lut the executive has the ultimate responsibility o be certain
they are perfurmzd.

In genecal, poliny platning i< a joint function of Loard and
staff. New ulans can be made only in the full xnowledge of
how presen! pelicies are funclioning and the board depends
on the hnowledge #nd judgnient of the staff to determine and
relate these,

A comfortablle relationship belween the exceutive and board
members may have been built years ago. Every new staff
person {3 haunted by predecessors, whether good or bad. If
they verformed well, he should not let this intimidate him.
He iz fortunate to have a god base and good community rela-
tionthips upon which te build and his job is really ecasier. If
the fonner exceutive did not do a good job, he must tacifully
avoid dieparaging vemarks about what was not done and in-
stead tuggest new techniques of how lo im;rove any arcas
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where new ideas will help. The exccutive should weigh many
factors of why somthing did not work before he was employed.
Often the plan was at fault and no chairman could have made
it work without a change in the format. And again, the plan
may be very good and the volunteer whose duty it was to
implement it fell down on the job, so it wasn't the fault of the
executive or the board. However, a good board will have built
in controls to cover the lack of help by one volunteer. Co-
chairman and constani report processes to executive and
board should eliminate this weakness.

The board who hires staff should be honest about the job
and have a writlen job description so that there will be no
questions about duties and line of authority. The executive
should not dominate the board and he has a right to expect the
chairman to take initiative in mobilizing board activities. He
is & resource. Many of his suggestions to board members may
tactfully be made before mectings. However, he has been
hired for his experiise in many areas and his opinfons and
ideas should be sought and respected.

Systematic board evaluation of the performance of the exec-
utive should be done not just at crisis times when often it is
too late to help. The executive can ask for a periodic evalu-
ation of his work.

Board members should make criticism of the executive to
the board chairman and not directly to the executive, to other
board members or to the public. The board chairman then
wotks out the problem.

The executive should have a great deal of latitude so far as
staff administration is concerned. He should be able to hire
and promote his own staff.

BOARD ORIENTATION

The staff and officers should be jointly responsible for ori-
enlaticn of the board membera, Together they thould prepare
or revise an existing manual for the board which ghould in-
clude the following basic itema—-

o History of agency
¢ Purpase of association program and function in
community
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Objectives of organization

By-lawa or plan of operation

National, state ani local relationships

Schedule for year of meeting dates

Last year's chairman's annual report

List of board and committee members, with addresses
and phone numbers

Committee functions and their responsibilities (if not
detailed in by-laws)

Organizetion chart of staff and list of names

Personnel policies and practices

Qrganization chart of board and cominiitces

Financial structure and budget

Suggested order of business for conducting meetings

Other items may be added that are pertinent to particular
organizations, such as brochures, lists of related organizations,
elc.

At the orientation, welcome them, tour the facilitiea and
introduce them to staff.

Annual reports, research and statistics should be evaluated
by the board and staff {o plan the next year's programa. The
reports are joint responsibilities of board members and com-
mittee chairman, who have reports to make and staff to pro-
vide statistics and put them into printed form,

Houle says "A good board is a victory, rot a gift.”” He com-
r 'res an outstanding board to an expert figure skater who
practices many hours to achieve a superlative performance.
Staff, the chairman and the members must constantly work
to achieve board operation which in turn wiil achieve & suc-
cessful agency operation.

To summarize the relationship, it is stated that a board of
directora should—

® Keep over-all objectives of the program clearly in focvs
and satiafy itzelf that goals of the units of organization
are in harmony with these broad objectives,

® Assure itself that changing conditions are adequately re-
flected in the program. Continuous planning chould be
carried on, providing vition and balanced perspective.

® Select executive.

——
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Accept obligation of working effectively with executive

and through him, with the staff.

Assure itself that work of the agency is effectively or-

ganized by vroper assignment of responsibilities to staff

members, and coordination of these special responsibili-

ties into a harmonious whoie.

Execulive has responsibility to see that the organization

is soundly conceived and operated or to revise it so that

it will be more effective. The board has right 1o expect

that it will approve any major changes in it.

Assure itself that the executive dischaiges effectively

those directing powers that lic particularly within his

area of responsibility—

¢ development of sound personnel procedures, both in
recruitment and establishment of optimum conditions
of work.

® creation of broad Lase of participation in decision
making among staff (resolution of conflicig).

¢ estalblishment of effective control mechanizms {bud-
geting, acconnting, purchasing)} in work of agency.

¢ effective use of physical resources.

If the executive does not perform these, board shoukd

see that they arc performed effectively.

Serve as arbiter in conflicts betweer staff members on

appeal from decision of executive and in conflicls be-

tween exc. utive and the staff.

Establish such broad policies governing program as may

be niecessary to cover continuving or recurrent situations

in which uniformity of action is desirable. The executive

may actually draft considerations, revisions, ete., of poli-

cieg, but the board considers them and acts on them. The

executive must administer the program in terms of these

policies—

¢ understand the iatitude which is allowed to him in
making exceptiong in particular cases

® to know when policy applies and when it does not

® to dcal with situations nol covered by pelicy

Use special knovledge and contacts of individual mem-

bers in the improvement of program. Members perform

countless minor services for organization and this is ex-

pected. Be certain these are appropriate and desired by

board and executive. Shouldn't exploit professional spe-
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cializations ¢ board members and ask them to undertake
services which are not approprialz for them to periorm
without compensation.

Assure itself that agency is effectively integrated with
its environment and with other organizations and publics
to which it is related.

Accept responsibility for securing adequate financial re-
sources. Board and executive must collaborate closely,
with hoard taking an active part,

Assure itself that its Lasic legal and moral responsibili-
ties are fulfilled. Executive keeps Loard informed as to
what these should e,

Develop and abide Ly rules and procedures as to how its
structure and operations are to be organized. Executive
may nake suggestiong, but should do no more than that,
Give (o the agency the full support, prestige and leader-
skip of the board itself and of its individual members.
Do everything in its power to keep its own membership
able, broadly representative and active.

Appraise the prog-am periodically to assure itself that
the objeclives are being achieved; if they are not, then
cither the objectives themselves or the means of achiev-
ing them must Le revised.

Executive usually must collect evidence on which the ap-
praizal is based. He must present all the findings of the
appraizal to the board, the bad as well as good. Board
must know the truth about program in order to know
how to improve it.

BOARD RELATIONSHIP TO VOLUNTEERS

The board is the most positive resource and guide of the
organization for the recruitment, selection, orientation, utili-
zation and 1ecognition of voluntecrs. First and foremost, their
group constitutes one vital comporent of the organization’s
volunteer prograni—administrative velunteers,  They may
wish to assume complete responsibility for volunteer service
activity or delegale it to a standing or sub-comn-ittce. Mere
than one sub-commiltce may have responsibility for vofun.
tecra. For example, a health agency whose program includes
facets of public education, profeszsional education. patient
eervice and fund raising activitics may need voluntcers in all
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categories of the program. 'Tliey may need nurses and physi-
cians to conduct public and professional education, youth
groups to distribute brochures presenting information on pre-
ventive diseases, therapists ard aides to help patients, or a
Girl Scout Troop to make decorations for a parly for patients
and telephone and personal solicitors for fund ralsing, plus
many clerical volunteers to prepare kits and mailings and
distribute materials. Each area of volunieer service may be
supervised by different committee peraonnel.

In some agencies, the personnel commitiee has the respon-
sibility for volunteer recruitment and supervision.

The board should provide good public relations and good
will among the volunteers whenever they are in communica-.
tion with them, taking time to answer their questions and of-
fering praise for their service. Their intereat, concern and
knowledge should always be of prime importance.
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CHAPTER 1Y

ORGANIZATION OF VOLUNTEER SERVICE

DEVELOPMENT OF THE AGENCY PROGRAM

In the situation where an agency is considering the organ-

ization of 8 volunteer service, the noeds should be evaluated
and an inventory of the agency’s progrem taken to determine
the value of the service. One of the best check lists was given
in an address by Melvin A. Glasser, Dean of University Re-
sources, Brandeis University at the 196z National Confeience
on Social Welfare. Before you start, he suggests some twelve
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questions which the agency staff should raise and answer to
their own satisfaction tefore a commitment is made to bring
in volunteers.

1.

Is there a readily obaervable need for volunteer services
and can this be translaled into clearly defined jobs for
volunteers?

. Are we clear enough as to our professional tasks so that

we may understand our own roles in relation to the vol-
unteers?

. Can we budget the staff time which must be allocated to

the effective Implementation of volunteer programs?

. Have pald ataff memberas, at al\ levels, been involved in

thinking through the propozal to use volunteers in agency
programs and will they give surport to the activities?

. What are our expectations of the level of volunteer per-

formance? Are we prepared for unevenness of service,
and turnover of workers almo:t always a part of such
programs?

. Will we be able to assign responsibility to one central

staff person for supervision of volunteer activitica?

. Are we willing to make available supervizion and training

for the new recruits?

. Are we ready to accept the voluntecia a2 colleagues, and

to give them appropriale recognition for their services?

. Will we welcome valunteers from all social classes in the

community so that our volunteer group will be truly repre-
sentative of the tota) commurity which supports us?

. I's there readiness to use volunteer participation at every

A
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appropriate level of agency service, up to and including
policy making?

11. Are we prepared to modify agency program in the light
of volunteer contributions and possible enrichment of
program?

12. Will we help the volunteer see the implications for the
whole community of the programs on which he is work-
ing? Will we be comfortiable with and able to encourage
the social action of volunteers which should comme from en-
lightened participation in social welfare and health pro-
grams?

The dozen questions raised ave difficult ones; they are
meant to be. For if the agency is to gain the added dimension
and stalure which soundly conceived and execu.ed volunteer
programs can give, there must be {rue commitment, in depth,
to those actions which will make the programs effective.

Dean Glasser has attempted to outline how it takes convic-
tien, challenge, climate and comn:itment to develop truly ef-
fective volunteer-professional activitiez. He indicated his pro-
found belief that these programs are important to the partici-
pants and to the kind of society in which we live,

In addition to staff consideration of these questlons, it
would be advantagecus for a committee of the agency to be
appoinied to assist in the inventory and to assess the role of
the voluntcers in the community. They may ask—

WHO—will be reaponaible for the volunteers—their recruit-
ment, {raining, supéervision?

WHAT—jobs can the volunteers do for the organization?

WHY-—are you considering a volunteer program?

w HEN-——<an the volunteer program be initiated?

WHERE—can you find volunieers who will be interested
in your program?

Committee members should be familiar with volunteer pro-
grams in other agencies or make a =tudy of what volunteers
can do and how they are trained and supervised before they
eastablish the program. 1f there is a Volunteer Bureau In your
community, they may be extremiely helpful in finding the an-
swer s to these questions and in offering azajstance in organ-
ization of your program,



If careful consideration is given to all of theze questions, we
can quickly see that a valunteer program is not a free program.
[t costs money to release the time of agency staff to properly
work with volunteers. The ultimate results, if planned and
organized well at this stage of development, will result in an
over-all growth in the agency’s program and a true saving in
cost of =taff time, Staff then may be released to carry out
their prefessional role in the organization for which they have
been employed and have help in both supportive and advisory
Waya,

If the staff and the commitice have decided the answers are
positive on the side of initialing a volunteer program, the plan
should progress lo develop guidelines for the program and a
plan for a volunteer coordinator. Often an outstanding volun-
teer can be found who will coordinate the program as his con-
{ribution and if the program is small, this may suffice for
some time. Hrwever, most organizations ultimately find the
need for employing a part-time or full-time coordinator wha
can devote more time to supervision of the program.

Cuidelines for agency program evolve from the planning
and development that iz a result of the inventory taken of the
needa,

By staff consideration of these g'.estions, they shouid come
to an underatanding and acceptance of the volunteer program.
They must viderstand that velunteers are supportive and a
aupplement instead of a threat to their joba, Volunteers never
replace staff. If they have been briefed on the duties of the
volunteer and understand thoroughly the staif's velationship
and responzibilitiex in working with the volunteera, you will
have instilled the values of volunteer service: to these for
whom it may be most beneficial,

GUIDELINES FOR THE AGENCY PROGRAM

Guidelines or a volunteer service manual should be a baaic
rieceasity for an agercy voluntecr operation, to organite or
strengthen their program. If the agency has a manual and
they are having problems within their volunteer service, this
manual should be one of theiv first considerationa evalualing
it in detail for two purpozes:
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1 To see if the manual satisfactorily covers all segments

of the volunteer structure, and

2 To honestly evaluate if evervone at all levels is carrying

out their duties as outlined in the manual.

Aftor assessing these factors, activity should be put forth to
straagthen the weak points in the program that have evolved
from the study,

An adequate manual should cover the following bazic func-
tiois and ma; be elaborated as desired or necessary according
to the agenc: ‘s function:

I,

.

v.

GOALS OF AGENCY-—The hiztory, purpose, function,
who i3 served (how and why) are sonme xpecifics to be
incor yorated. These will give the volunteers a basic
oriertation for their interpretation of the agency's serv-
ices 0 the community.,

NEED FOR VOLUNTEER---Why will the agency pro-
gram Lenefit from volunteer service? This should be
developed by staft and board members together, and
presented to all staff for their suggezted revision and
their understanding.

WHAT VOLUNTEER WILL DO—If the nzed has been
eatablished, then it must be defined what the volunteer
will do for and in the agency,  Both administrative and
service volunteers should have a detailed description of
their relea and responsibilitiez in lhe organization.
Thesze job dezcriptions are important to staff and to
thoze who recrnit, interview, place, irain and supervize
the volunteer.

ADMINISTRATION OF VOLUNTEER PROGRAM—
What are the administrative duties of staff, of the
voiunteer coordinator and eof the board or advizory
commiitee for the volunteer program? The responsi-
bilities should be oullincd ax foljowa:

{. Staff administration
a. person(g) responzible
b. duties of staff-—who recruits, kandles publicity,
interviews, efc.
c. bulget allowance for volunteer program—does the
Ludget allow far newsletlera, mailings, lunch

—81ew
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and transportation expensez of volunteers, uni-
forms, awards for recognition, etc? Who cn the
staff determines if these u:xpenses may be in-
curred?

Volunteer administration

a, voiunteer coordinator—if there is no staff avail-
able for this, are the volunteers coordinated by a
volunteer? Wiat are his duties and responsibili-
ties? There may be several volunteer coordina-
tors in different units to assist the staff coordina-
ter.

k. board or advisory committec—they play a key
role of interpretation between steff, the volun-
teer coordinator of velunteers (who should be a
member), other &agencics, the wvolunteers, the
clients seived and the public. They recommend
components of volunteers' training and recogni-
tion #nd evaluate the success and weakness of the
service.

. Communication between Staff, Committees and Yo!.
unteers—wlhose responsibility is this to coordinate
all lines of communication and keep them open?

V. GUIDELINES FOR VOLUNTEERS

]
2

8.

. Rights
. Reaponsibilities

Accountability

These are all so “vell defined in the Biil of Bights for
Volunteers . .

And A Code of Respor..ibility, which is in Chapter VIII.

V]

1
2
3
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TRAINING

. Whose responsibility?
. Freqiency

. Matesials used
a. board manuals
b. films, brochures, otc.
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VIL

VI

1X.

4, For Whom?
a. administrative volunteers--boards and commit-
teea
b. furs raising volunteera
¢. service volunteers

JOB CLASSIFICATION FOR VOLUNTEER
1. Development
2. Utilization

a. recruitment

b. orientation
¢. evaluation of job performance

RECOGNITION
1. Criteria for eligibilily

2. ifcthods

a, at tea, luncheon, dinner, etc.

b. material awavdas—ping, certificatcs, plaques, ete.
3. Tima

a. continual on-going

b. special-—monthly, annuatly

EVALUATION

1. Of volunteer service to com unity

(4]

. Of volunteer's p:rfurmance

3. Technigues (questionnaires, summary of recn.ds,
observations;
4. Utilization of evaluaticn
a. psomolion of volunteer
b. plannin s for next year's progsam
¢, improvement of service

X. OT{ER

— 33



THE STAFF

Volunteer programs may be extremely complex with u
highly structured plan of organization or they may be as sim-
iy orpanized as a one-kind sevvite for specific clients. We
shell altempt to discuss the operation iad the staffing so that
principles may - applied to all {ypes of programs and
adaptations may Le made depending upon the volume and
kind of operaticn.  All staff have an important relationship
tn administrative and servive volunteers, but the key position
we wish to discuss In this chapter is the Volunteer Coordinas
tor. This vo'e may be perfurmed by either a paid staff per-
son or by a volunteer and principles governing the duties will
be the same in either case.

To periorm the duties outlined for coordinators of veluntieer
prosrams, it is important to vaderstand our position or rank
in the crganizational structure of the ageney.  1f we study
the chart of the average agency operation on exhibit I at the
end of the chapler, we sce that a cocrdinator is expected 1o Le
all things to many and ~hat an imporfant cog this pozition
realiy is in the machinery of ¢ volunteer program if it is to
operate smoothly.,  He works with all staff, with committees,
with the puble, clicnts and others, planuing and operating the
volunleer program.

The task of coordinator is a complex ome, in that he must
deal with £ multitude of levels of organization. In most organ-
jizationg, there is a level of staff above them, who are in
charge of administ: ation and all programs of the ageney, In
addition, a coordiqiator may b2 responsible to the organiza.
tion's Board of Directors, as well as their own voluntary
advitory committee.  For both of these, they must be pre-
pared to make reports and furnish information and ideas for
improving the service,

The job of coordinator begins with leadership and leader-
ship begins with personal cxaninle.  The price of leadership is
the ulmaost in self-discipline, in order that the uthiost in per-
sonal example may always be before one’s associates, Gouod
leadership is tho ability to influciice thoughts and aclions of
a‘her people, to extract their best gqualities and to elevate them
to the ma<imum of their capabilities. A leader sheuld have
reasonable knowledge € the skill of motivation and menage-
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ment of people, the job of (raining and supervising voluntcers,
the communication of ideas and techniques of public relations,
He must carn the trust of the volunteers by his continuous
efforts on their behall,  Buikling morale i3 part of the job of
leadership.

Mora’e grows vut of =kifl in human refations and the leader’s
ability to work with people. Morale is a state of mind—an
aftitude—a point of view—which colors volunteer's relation-
ship and feelings toward the agency. Merule is the mental
¢ 1 emotional attitudes of an individual {o the function or
tagks expected of hun by his group and loyally 1o it. 1t's not
what you tell a man that counts; it's what he accepts,  Atti.
tude towards the organization and volunteer tasks assigned
ty 4 persor. will depend on the moraie built into the job.
Researeh conducted by business has fouad (hat Jighting,
temperature, rest periods and other tangible fictors are ncl
nearsy as influential o werkers as morale.  Friendliness and
confidence i the coordinater cutz down on the amount of
supervision needed. A person’y porale arfeets the amount
and guulity of the work he will do.  In addition to adequate
trainiag and supervizior, huilding and maintaining good
morale iz one of the primary jobs of coordinators. H iz their
responsibility to get aleng with the volunteers, nol their's to
¢et alung with themselves.

Kfrective methods of Luilding mervale will be discussed in
Chaptor VI under supervision and vetainment of volunteers.
It i+ most important for die Velunteer Coarainator and fov
the staff and adminis.rative velunteers (e whom he i3 vespon-

sible that a well written job descriplica Le provided for the
position. The following scven items shoulé Le definnd:

Job title

Job objective—purpose of job
Accountability—zresponszible to; avthosity or limits or
authority

. Duties—-specific lisi of ald areas of responsibility

5. Critecia for performance—quahficalions or specifica-
tions~—knew how

a. training and experience

b. knowledge, abilities and skills

—B3—
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c. other, such as age, health, availability to travel if part
of job, ete
6. Terms of employment—vacation, sick leave, fringe bene-
fit, termination of employrient. These personnel poli-
cles may be separate if staff is large, Lut shouid be
defined somewhere.
7. Evaluation of performance

For criteria of performance, “The Volunteer Coirdinator
Guide” prepared oy the University of Oregon Center of
Leisure Stady and Comnunity Service recominends the appli.
cant shoula have a college degree or its equivalent fn experi-
ence, with focus on the understanding of human behavior and
the social services, with training and persontrel administration
and a general knowlcedge of standard office procedures desir-
avle. They also recommend that the applicani be familiar
with the community and its 1esources; have had previous ex-
perience working with the public; ani have had previous
exper.ence working as a volunteer, The importance of having
been in the role of a volunteer providas understanding through
personal experience as to how they were recruited, inter-
viewed, suprrvised, recognized, otc, and how it could have
boen Impioved in their circumstances,

Ivaluation of the employce’s performance may be made by
a personnel committee and by the exccutive o¢ the agency and
should be discussed with the coordinstor., The gsuccess of all
fecets of the progiam will tell their own story for the coordi-
netor and a stendy growth in the volunteer pregram will
reflect his abililies, understending and interest.

Datiea of the coordinater of u volunteer program may in.
clude the folowing under item 24 in the job description
discussed previously *n this chaptes:

a. Stporeise gperational activities of volurtary citizen
participation within organizational structure and policiea
to reinforce and augment the service and program of
the agency.

b. Implement policies of volunteer program as estavlished
by by-laws or plan of operaivion and the governing body*.

¢, Assume administrative duties as follows:

Provide governing body* with fectual information and

*Loard, Advizery or Steesing Committee, or Volunterr Stand-
ing Cornmitles of Board, as uppropriate 1o o1 ganizatior.

b -
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ideas wbh'zh might be of assistance in their deliberations q o
and policy decisions,

Work with all committee chairmen to develop plans and

proceduras for their functions; be available to all .om- i
nmittees, supolying information rnd azgistance as needed.

Perform direct administrative taska at the request of i
president of governing body®.

Prepare budget for submission to beard and administer i
finances !
Prepare other staff to work with volur teers. !
Prepave periodic an annual reports, cooperatively with |
board. i
Supervise department personnel.

Devise aid revise forms nacessary for service operation. §
Provide communication and understanding between vol- ]
unteers and other stp{f. {

. Provide aver-all coordination of program, as follows:
Plan techniques and develop resourcos {o reeruit volun-
teers.

Develop job descriptions for each volunteer asslpnnient,
Interview volunleers and make appropriale job asaigii-
ments.

Levelop orientation program and in-service training for
voiunteers,

Provide manual of agency's pregran:.,

Prepare promotion maierials for program aund plan for
muterial distribution.

Maintain complcle records of all volunteer activities and
tatulate for useful evaluation purposes,

Provide continuing supervisicn, molivation and counsel-
ing to volunteera.

Provide volunlecrs with adequate facilitics and materials
for their work, complete guidelines for job ~nd fringe

: benefits wken possible,

: Previde on-gning and special recognition for voluntesrs'

: services,

1 Seek resources for new *elpful Ideas to improve the

' program,

[»9

*Board, Adv'sory or Steerin e Committee, or Valunteer Stand-
ing Committee of Board, as arpropriate to organization.
b7
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¢. Meel and consult with other professionals in the field of
volunteor services to discuss problems, corcerns and
matters of mulual interest; Le willing to scek and sccept
job training,
Represent agency in community meelings and activities.

To adequalely prepare himzef for assuming the duties out.
lined, a coordinator new lo the program must study the history
of the agency, ita purpuse and policies f¢ better underatand
hls role in the organization. Familizrity with the program
of the agency is basic to planning and dirccting the volunteer
service,

A successful leader—

& s competent

is unselfish

has absoluie integrity

has good judgaent

{s gifted tralrer and inapiring teacher
is Industrious

has robuat health

understands people and kirows how 1o get the best from
them

{s able organizer

has foresight

L AN AN BN 2N BN BN J

Before all potential coordinators are frightened completely
away by this utopfan descrviption, we should stress t} at leaders
are not born. People develop within themeelves the habits of
leadership, hrbite of welting a good example, habils of giving
epo recognition, habits of huilding a sense of secutriiy, These
habits become so deeyly ingrained in such a perscn that he
naturally does them. 1" e man who takes and aever gives is
rot a leader—he i3 a parecite, People work for the feeling of
accomplishment they g from a job well done—both you ox
the leades and thoxe whom yoi: lead.
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TEN COMMANDMENTS OF HUMAN RELATIONS

1. Spauk to people. There is 6. Be genuinely interested

nothing as nice a3 a ckeer- in people. You can like
ful word of greeting. everybody if you {ry.

2. Smile at pouple. It takes 7. Be generous with praise
72 muscles to frown, only — caulious with eriti-
14 to smile. cism,

3. Call people Hy name. The 8. Be considerate with {le
sweetest music to any- feelings of othera. It
one's cars is the sound o1 will b rpvreciated,
his own name, 9. Be thoughtful of the

4. Be friendly and helpful, opinivn of otheva, There
If you would have friends, arc three sides {o a con-
be friendly. troversy: Yours, the

6. Re cordial. Spealt and act other fellow's and the
as if everything you do right one.

were a genuine pleasure, 10. e alert {o give service.
What counta most in life
iz what we do Tor sthere.

Source Unknown

COMMITTEE STRUCTURE

The committee sirucwure is reflecied in Kxhibil 1 at che
conclusion of this chapter. It may be simplified if the agency
is small and operated mainly by volunteers, in administrative
and service capacities. There may not be other stuff to pro-
vide office adminisfration, public relations, programming,
ele, If this be the case, the organizational structare may be
simplified and the volunteer commillce raay Le the board of
directors. There may be s nced for several standing commit-
tces Lo this boavd, which in the organizational structure out.
lined in ExhiLit 1 are calfed sub-sub.commiticea.

In whichever categery they fall in the organizational stric.
ture, formation of committees is hignly recommended 1o devel-
op areas of propram awd Lo assume r2spor=ibility for cartying
out the functions, with approval of the board and assis{ance
from staff. Sugeeci vy commitiees would be—

® Policics
& Recruitment

- -
e
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® Public Reiations

¢ Orlentation and Traluing
+ “.ccognition

¢ Nominaling

Other committees which ray he needed as separate bodies,
depending on the organizalion or as components of existing
committees could be—

e Personnel

Budget

Speaker's Bureau
Interview and Placement
Annual Meeting
Evaluation

The responcibilities of commitlee members as to dutjes
should be followed from the by-laws or plan of operation.
They should have a perzonal commitment to serve their com-
miltee, board and the parpoaes of the agency in a dedicated
and thorough manner. No responsibilities should be accepled
unless they know they will have time to do the job thoroughly
aid to the best of their abilitiea, They should not accept the
request to serve in this adminlatrative volunteer capacity un.
leas they are sure they have the £biliy and the time to do it
justice, Of courge, r.0 one can foresee personal crisis or health
problems that can affect bolth a volunteer and a ataff person
from fulfilling their job, but if these probiems arise, they
should have the courtesy te rocign temporarily or permanently
£0 sonieane ¢lse may be asked to complele the iask. It is much
easfcr if the initiative comes from the person who canrot
fulfill this role than from those who are administering aud
muast ark if he wizhes to be relleved of his responaibilities a*
thiz time.

Purforming a service to & board or a committee is an impor-
tant .ole and there ia & great need to always find new persons
wha ¢1n do justice to these joba. Dre of the reasons o many
persor 3 in a communtily are overworked {s because they Luve
proven they can perform sv-ell when aszked, and many organiza-
tions Pesttate «u ask the untried and new individual because a
well-rounded herfermance i3 se vilal to a good servics: pro-
grant. Une wey to overcotie thia problem is to invite new
persons to serve en & coramittee before they are invited to

- 60- .
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positions of greater responsibility and in this rolc they will
be giveir & chance o prove their interest, willingness and
“push,” that will make them a good Jeader. Evidence of leader-
ship will be quickly recognized by the person who truly wishes
to perform a service and the next year they can be given this
additional responsibility. Too often velunteers are not allowed
to advance through the volunteer program, which has two dis-
advantuges—-

First, it plungez them into responsibilily for which they
have not received the thoreugh orfentation whish working in
other volunteer areas would provide them, 2nd

Second, it by-passes good volunteers who have participated
80 well in service areas and ure ready for promotion 1o an ad-
ministrative volunteer job.

So unlegs you are beginning a new program for the agency
and have no talent within the ranks upon which to draw, it is
recommended that You look 1o the raiks for dedicated volun-
teers who may provide the very spark and knowledge of serv-
fce arcas you may really be needing on your board and coni-
mitteea, They may know best the strengihs and weaknesses
of your volunteer program.

ORGANIZING A VOLUNTEER BUREAU

Development of & Volunteer Bureau follows the same guide-
lines for the development of any olher voluntary program.
Thera are scme apecial conclderalions to build a succesaful
service for the entire corxmunily.

I "LAN-—Iinvite key persons froni representative conimu-
nity organizalicns 1o dizcuss the need and the role.of a
contral program whish will azaist in all areas of cosrdi-
nation of volunieer programs You may wish to ehoose
one repregentative from each of the areas of service—
educational, health, welfare, cultural, recrertional and
civic.

Suggested resource persers who should havz an interest
in this program may reprosent—

¢ City Hall or Court Hov re
¢ Combincd fund-raising ciganization

Y P
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o & O

Sarvice Clubs

Business

United cLurch organization, and the women's associa-
tion

Agenncy Divector's Associatinn

Chambher ot Commerce, including Junior and Women's
depariments

Worien's organizations, e g, Women’s Club, Junior
Leagire, Business and Profesaional Women, efe.
Faueation, inclading scinol & Iministration, PTA, stu-
dent organizetions. in pn-blie, private, college and adult
educstion seclors

& noverty program

Neighborhood erganizaticts

Retired porsons

Sociul service departmenta

i1, SURVEY .- (sce queationnalra at ead of chapter)

L)

Agenciee to tind their need for
® volunicer as tu
¥ caantily
® areas of nervice
o quality
» assistance in reeruilment, tralning and recognliion
o community resonrces for potentiul source of volun-
teer manpovier
® local, state and national reszources for asaistance in
planning

11, EVALUATE

Agency's needs and community rescur-es as {o merit
of ealablishment of cenlial coordinating service

Fatablishment «f program, through appointment of
action commitices to investiyate

e financing and aponsoiship

® organization and leadership

s administration and staff

With community-wide meeting of all agencies to be in-
volved, {2 comrmunicate your plans for the'r sugges-
{ions a1 4 approval

—




V. STAFF

¢ With personnel as soon as possible, so they may be in-
volved in development of al) phases (see sample job
description at end of chapter)

¢ With board and commiltees to plan and implement
program

® With volunteer staff aides, to axaist in office and be-
come oriented to program

V. DEVELOP

¢ Detailed contract between all parties administering
and sponsoring the volunteer burean

® Job description for sia.f, staff aides, officers, hoard
members ana committee niembers

® I'lan of operation, d.fining purpose, organizational
siructure and responaibilities of volunteer bureau, of
agencles served and of volunteers

¢ Standard for agency parlicipation befors your pro-
gram is activated

¢ Personal communication with each member agency
about their volunteer program, how it relates to vol-
unteer burcau standards, and services of volunteer
bureau to ageticies,

Through the United Cemmunlty Funds and Counclls of
America, Volunteer Bureaus have developed the Association
of Volunteer Bureaus of America. An annual Volunteer Bu-
reau Workshop 18 held in conjunction with the Annual Forum
of the National Conference on Social Welfare. A directory of
VYolunteer Bureaus and an excellent Handbook on Organiza-
tion and Operation of The Volunicer Bureaun is avallable
from—

United Community Funds and Councils of America
3456 East 46 Sireet, New York., New York 10017

In this book are outlined—
Principles of Volunteer Service
Purpose and Function of Volunteer Bureaus
Criteria for the Establishment of a Volunieer Bureau
Areas of Volunleer Service
Supgested Formas for Reporting

The Association of Voluntcer Bureaus of America has re.
glional direclors who are available for consultation and who

—.3
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plan regional workshops for staff and committee members of
volunteer bureaus within their region.

—61—

77)




SUGGESTED STRUCTURE OF ORGANIZATION WITH VOLUNTEER PROGRAN

Endit )

ORGANIZATION
and the pyblic they serve

all standing and ncv.oo_l—nir/
icluding

officers _ <
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(administrative volunzeere) J

VOLUNIEER CON¢ T
!

x!..: :3 _ »lﬂ/
Ezzuadﬁﬂﬁn ~ — _
PR..BES..RE k“ :.G: oana.Bo.. gdo- 3:5_ o
J
r
STAFF

STAFF VOLUNTEER
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MANUAL FOR ................. VOLUNTEER PROGRAM
Agency Wame

. GOALS OF AGENCY
History, purpose, function, who is zerved (how and
why)

1. NEED FOR VOLUNTEER
Why agency program will benefit from volunteer
service

I, WIIAT VOLUNTEERS WILL DO
Liist type of volunteer jobs to be perforinzd

a. Administrative volunteer
b. Service volunteer

IV. ADMINISTRATION OF VOLUMNTEER PROGRAM

1. Staif administration
a. Person(s) responsible
h. Duties of administration
¢. Budzet allowance for volunteer program
JLunch, {ransportation, recognition, newaleiters,
nailings, ete.)

2. Valunteer administration
f. Volunteer coordinator
Reaspenaibilities
Duties
b, Advisory commitiee
Membership
Rerponsibilities
Relationsh
To atait
To Yolunteers

3, Communication between staff, committees gnd vol-
unteers

(whosge responsibility 1)
— 68—
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Vi,

ViL

Vi

1X.

GUIDELINES FOR VOLUNTEER
1. Rights

2. Responsibilities

3. Acccuntability

TRAINING
1. Board orientation

2. Service voluntears
a. Baslc orientation
b. In-service Lraining

JOB CLASSIFICATION FOR VOLUNTEER
1. Development

2. Utilization
#. Recruitment
b. Orlentation i
¢. Evaluation {

RECOGNITION
1. Criteria

2. Method ]
3, Time
EVALUATION

1. Techniques (questionnairez, summary of recorde,
observations)

2. Utilization

. OTHER
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SAMPLE QUESTIONNAIRE FOR
AGENCIES AND ORGANIZATIONS
CONCERNING ORGANIZATION
OF A VOLUNTEER B'JREAU

. Name of agency .
. Purpose of agency ...................................................................
. Are you using volunteers at the present tim.?

Yes .. No ...

LIt no. do )ou contemplate using volunteera in your pro-

gram within the next two years?
Yes. ... No .o Maybe ... .

. Approximately hcw many volunteers <o you have jnvolved

in your program?
Adminfatrative Volunteers # .

Service Voiunteera # ............ Total o
Could ¥ou use morc? Yes ......... . No.

. What type of volunteer jobs do you or v ill ,,VCu have?

. Do y a hve a staff member nssigned to supervlse volun-

teers?
Yes..... Nec.... FulTime. ... Part Time........

. Do you have an orientalion program for volunteers?

Yes ... . No ...
Do yon have on.the-Job training for volunteers?
Yes ... No ..

9. 1f no, would you Ilke assialance in ectablishing a training
program? Yes ... NO oo

10. Would you Jike to cnoperete with other agencies having
similar programs for volunteer training?
Yes ... No ...

11, Would your organization epprove and support the forma-
tion of & commuaity.wide volunteer bureau?
Yes...... No..... Maybe . ...
Do y-u as an individual approve of thix effort?
Yes ... No...... Mayba ...

12. Could your agency provide ary finsncial aupport for the
voiunleer burean?
Yes....... Nbo. ... Mayba. . .

13. To whom should f.lure irquiries about a volunts.» burery
be directod?
Neme o, Position.............. Phone............
AQATAI8 o e e e s

Pleasereturnby . ... . . to:



SAMPLE QUESTIONNAIRE FOR
CLUBS AND ORGANIZATIONS
WHICH MIGHT SUPPLY VOLUNTEERS
TO A NEW VOLUNTEER BUREAV

. Name of organization ... ... . -
. Purpose of organization ...

. Do you at the present time provide volunteers to agenciea?

Yes ... ...... No oo
Individually ......... In groups ...... Both .........
Youth........ Adults .........

. If no, would your organization consider providing vol.n-

teera?
Yes. ... .. NO oo Maybe ...

. YYould your organization approve and support the forma-

tion of a comrunily-wide volunteer burean?
Yes....... No ... Maybe ... '.

. Would any of your members be intercsted !n planning and

administering the Volunteer Bureau?
Yes....... No...... Maybe. ..
If Yes, what are their names, addresses and phone nuin-

" bers?

=

10.

3 .(.}ou.ld your organization provide any financial support for

the Volunteer Burear?
Yesa ... ... No... ...

. To whom should further correapondence oe sent concern-

ing a volunteer bureau?

Would your organization like to have a speaker on Your
program to tell about the Volunteer Bureau?
Yes ... No....... Maybe ...

—69--
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SAMPLE JOB DESCRIPTION

SO TITLE . Director or Executive Direclor, Volunteer Bu-
reau
JOB OBJECTIVE: To organize, develop and direct 8 pro-
gram of voluniary ciizen varticipation in the recognized
health, welfare, educalion, recreation and cultural services of
the cominunity,
ACCOUNTABILITY: Responsible to adminislering and/.r
sponsoring organization and to the volunteer governing body*
whose policies and programs establish the purpose and opera-
tion cf the arganization.
FUNCTION: Asaist volunieer governing body® with orgen-
ization of Volunteer Bureau activities in a community-wide
effort Lo recrmt, interview, inform, recogniza and refer volun-
{eers {0 qualified agencies,
To interpret agency requests for volunieers, maintain working
kaowledge of program and contmunity services of agencles,
their volunteer requiremente #v»1 the way volunteera serve in
agencles,
Provide consultation and resources o agencies and organiza-
tions in establishing and strengthening their volunteer pro-
grams,
Intr rpret necd for citizen participation through development
of resourcez and materials to promote volunteerisr.
Direct operation of Volunieer Burcau including supervision of
pald and volunteer personnel, reports, budgeting, purchasing
and inventory.
Maintain adequate records pertaining to volunteets, agencies
and organizetions.
KNOW HOW: Have ability to effectively communicaie with
the public u1d professional personnel, public relations, edmin-
istration or related fields.

OR

Experience in v.ork with volunteer, preferably in health, wel-
fare, or educational institution.

Knowledge of communily resources, orgenizations and pro-
grams,

Yoluntecr experience in sc-vice and administrative areas.

*May be called Board of Directors, Steering Committee, Ad-
visory Commiilee, elc.
This job description should be reviewed at least once a year

by the Policy and Siandai Js Commitice.
O
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CHAPTER V

RECRUITMENT AND PROMOTION
RECRUITMENT

Recruitment i3 synonymous with promotion in volunteer
programs. Everyone is a potential volunteer, regardless of
race, creed, religion, experience, education, income, age or
disposition, and will volunteer in some way if asked to do so.
Fromotion of the need for vne's service {s the key to recruit-
ment and specific promotional technlques will be deferred
until later in this chapter.,

Qur firet slep in recruitment is {o determine geals or objec-
tives. How many volunteevs are needed? When? Where?
For what caccgories of jobs? VWhy? If the organization of
our voluntcer service and guidelines, as described in Chapter
IV har been sufficiently outlined, we have answered these
questions and have ready-n.ade resources for asking someone
to help us. Abe Lincoln sald—*"If we could firat know where
we rre and whither we a:¢ attending, we conld better judge
what to do and how to do {t.’ This «ays it ail—if guldelines
and volunteer job descriptions have not been developed, you
are not ready to recruit.

Expressed as an objective, the number of volunteers needed
fs not enough. We must kacw how we wll) use tnem and be
ready. Futuvre nceds of the agency should be kept In m!nd as
the program oxpands and time and personnel available for
recruiting muat be considered.

STEPS IN RECRUITING PROCESS

1, Prospecting—{finding persons who have gome likelihood of
becoming successful volunteers.

2. Selecting —choosint from among theee prospects those who
have tha best chance for success.

8. Presenting the job—convincing the persons that the volun-
teer Job Is the aervice for him if he will do those things In-
valved and required.

—7e
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4. Placing the person in the most suitable location acrovding
to his availabilily for area, time, talents and out-of-pocket
money that may be necessary for the job.

6. Training--cquipping him fo: success with cortect knowl.
edge, aititudes, habits and facilities for the job.

Recruiting is not a single action job, but is in reality an
“induction process” made up of integrated and interdependent
activitiea. If any steps are eliminated, a thorough job of re-
zruitment has not been in process.

The job of the recruiter is to contact enongh people, whe
are the right p~ople and tell them the right story. This job
entajls—

¢ personal efficlency

¢ prospecting efficiency

¢ relling efficiency

¢ aftitude which underdies all three

The recruiter must huve enthusiasm and personal deter-
mination--he must be positive, dominant and courageour.
Honest enthusiasm s the plus quality that will sell when many
other ways fail. Fnthusiasm inspires confiderice in *vhat we
are selling. To become enthusiastic yourself, you ranst know
everything you possibly can about vwhat yon are selling—what
the agency does and why, end what the volurteer will be doing
to help the agency and the people whom it servcs. You must
arm yourzelf with all the facts you poasibly can about the his-
tory, cbjectives and services the agenvy offeia, and be con-
vinced yourself in the job you ars offering. It has been raid
that you cannot kindle a fire in any other heart unti! it is
burning in your own. It is excusable to not be able to rnswer
each and every question you may be asked, but they sheula be
very few in rumber and you should always commit yourself
ta finding the answer and being sure it reaches the inqulirer as
soon as possible.

“Enthusiasm s the all-essential human jet propetler. 1t is
the driving force which elevates men to mmirscle wor era. It
begels boldneas, courage; kindles confidence; overcome doubts.
It creates endless ~nergy, the source of all accomplishment.”
Aathor unknown.
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Your recruitment committee ahould have members who
have this power of enthutlasm, snd who can be poritive and
couragecit.«, The most enthusiastic person available should be
appointed as chairman, one who ean communicate his enthu-
siasm and his self-confidence.

The committee should. start with peraosal contacts—the
fitcld of ai} persons now known to them before conla ting out-
side this circle. Stari -with a few and build on this. The per
soral relrlionsnip {8 the important factor! They should select
from theze, those who rre the most effective before they
recruit. Sound out the prospect's interests and see if they
will match any of the needs and objectives of the organization,
Have volunteers recruit velunteers, through & personal con-
tact afte; yon have made an appointment. People are more
impressed with another volunteer taking time to come and
ask them to do sumething than the staff person who {s getting
paid for his time. Take two people to see them—dcudle expo-
sure 1s more effective, Fake along the job descripiion so they
may rcad what is ¢xpected of them and don't undersell the job.
If there Is to b2 nuch time involved in the jok, you must be
honest or they will lose faith in ;0u and the o1ganization. If
they do not honestlr have t! e for the job, it is better to find
ssineone else. Perhaps they can be the assistant ‘o somecae
who has more time, if they evidence interest in the need for
their help. Be opliraieilc and enthusiastic and it will be re-
warding a yreat percentage of tha time. You will arouse a
senge of obligatiun aind interest in your program, If you give
them a reason to serve.

Often we musi recruit [n generai vhrough a one-shot promo-
tion, but bx tter recrui‘ment is accomplished if we can recruit
for qualified persons for certain situatfons. If you need a
particular kind of person, find a nesr approach that will heea
an extra angle cr booster shot to motivate the individual.

There are factora which may a4d to difficulty in recruiting
--which can be corrected to become positive helpe—

¢ My a'tilude toward recruiting—is my own attitude to-
ward the job of recruiting and toward tie need for new
voiunteers indifferent or even. “egative? Do I believe the
Job can be done and am I determined to do it? Do ! have
a well-defined recrviting plan which helps me plan my
approach?
4
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& My prospecting—in my search for potential volunteers,
do I geek wisely and well? Is my prospecting a form of
pre-selection or ama I devoting valuable time with sus-
pects instead cf prospects?

¢ My selectivity—do I select with sufficient care and wis-
dom to improve retainment and thus ease the attrition
problem? And do I use my selectivity as a basis for
recruiting?

¢ My presentation—is my presentation of the opportuni.
ties and benefits in volunteering bright, concise, exrec-
tive——or has my story grown stala? Does the story I tell
do justice to the opportunity to serve being offered?

& My personal conviction—do I helieve sincerely in tae
greatness of voluntarism and what it offers? Is my con-
viction supported by the success of volunteers now serv-
ing in my agency? Does the success of volunteers on the
job give factual evidence that the right person wiil find
truc opportunity for service?

Recruiting should be a process rather than a problem. A tour
of your agency and volunieers in action should be proof posi-
tive of the story you are telling.

WHERE TO LOOK FOR THAT SPECIALTY PERSON

Often one must go beyond the circle of personal acquaint.
ances of the committee and other resources must be persued.
A postal card may be sent to the board or membership, asking
for help In recruiting a particular persor for a particular job.

A special organization tnay be approached for help from
their membership, through an announcemeat at their meeting
of in tl.elir newsletter or mailiigs. For exawpls, {f you need
a cooking teacher, you may contact 8 Home Economics Ciub,
or if you are looking for some help in budgeting, ask an Ac-
counting Association for suggestions. Labor unfons may be
asked for members who will take civil defense training to be
managers of shelters in the buildings in which they work.
Watch for news stories in the papers about people with special
skills or contact librarians who may be associsted with apecial.
fsts in particular fields and build a “people file” of individuals

I
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with training and expertise; use this as a resource as the needs
arise. Musicians, artists, educators, photographers, knitting
teachers—all vocational and avocaticnal talents may be cata-
loged.

UNTAPPED SOURCES OF VOLUNTEERS

The Bureau of Labor Statistics in 1865 conducted a survey
on “Why Americans Yolunteer.,” Of the 22 million American.
who volunteered that year. the lowest number was among the
vouth ages 18 to 24, senlor citizens ¢ver 65 years of aze, those
who had leas than four years of ccllege, and p<rsons wilh an
annual income under £5,000. Although much has been done to
change this piclure in the past five years, this still suggests
groups of persons to cultivate and to motivate to serve.

These persons may b2 reached through well-planned pul-
Meity, through sroups to which they belong, such as Golden
Age clubs, youth programs, service and fraternal clubs, labor
unions, through their church and thrcugh social organizations.
Mailings raay be effective, tut on * ~ass appeal this is a
cosily ilem, and if sent economicahy third class, is often
thrown &3 junk mail. If a Lusiress may be persuaded to en-
close a recraitment piece in their monthly billing, it may
reach into & Jot of homes, but again the cost may be prohibitive
for the percent of return.

1t §s imporiant to go to the people and to their groups. It
{s easfer to be enthusjastic In person and be present to answer
their questions. Personal cells on neighbors, newcomers and
friends will tell your stery. The Chamber of Commerce, Jay-
cees and Jaycz-ettes, Women's Branch of Chamber and all
civic groups s1e logical places to visit to speak and a speakers'
buresu 1nsy handle this for your agency. Student councils,
< ol assembliee, achool and college claszes may be ap-
_+vached by apeakers from the agency. Soma communities
have succeasfully used talk-a-lhons, which are really neighbor.
hood coffeez. Neighbors are invited for a cup of coffec and
iold about the volunicer opporiunities—nnt much different
than the jesvelry cr toy parifes in homes, Booths tnay be set
up in shopping malls or department atores, where brochures
ma) be handed ovt and queations answered about volunteer
epportunitiea.
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Volunteerizm is no longer predominantly a white middle
class thing. All races ure concerned with white power, black
power, red power, yellow power, ete, and it sounds like more
power for all of us. Tke Volunteer Courts Newsletter calls it
“rainbow power.”

We need to knock on de.s. .1 the disadvantaged areas,
everycne can't read, but thy will respond to a personal re-
quest for help.

WHEN TO RECRUIT

Recruitment should be continuous and not spasmodic. How-
ever, there are particular times of the year when it is better
to contact people. Some age and interest groups are more
available at certain tiries of the year. Mothers of young
schoo)-age children usually are not available summer rsonths
and they should be contacted late summer and early fall for
their help. Youth who live in your community are interested
in knowing about summer volunteer jobs {n the spring and
become miore Interested after scheol {s out if they have not
found a paying job. Many are interested in after-scheol hours
and weekend jobs and should be approached at the beginning
of semesters before they become too fnvolved, as should col-
lege students. A concentrated recruitment should not be
planned for holiday seasons when everyolie s involved in g0
many other plans. Working persons and the retirees are avail-
able most any time of ihe year, although some of the more
affluent retirees travel at certain seasons of the year, avoiding
the heat or the cold. This may be capitalized upon in the
community in which they are spending a few weeks or months.

VOLUNTEER BUREAU RECRUITMENT

If you have a Volunteer Bureau fn your community, the
Bureau may be able to provide you with most of the volunteers
you need. As an organized service, they are abie to promote
more publici‘y and reach more groups than cach individual
agenc’. Many individuals contact the Volunteer Bureau
throuzh a phone listing. ¢f they have lived in arother commu-
nliy where there was a timilar community volunteer coordi-
nating agency. As a central coordinating service, they are
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able to match the individuals’ skills to the most suitable job,
and the volunteer may be more satisfied. Also, the Volunteer
Bureau may have & resource or “people file,” to consult when
a special service is needed.

PROMOTION

Promotion is an act of furthering the growth or develop-
ment of voluntary agency’s purpose and progrem must be
L.ilt upon the hosis of estaulishing Lablic relations between
the organization and all concernod. This may be termed
“nubiic relations”, “public information”, or “community rela-
tjony”, but whatever the terminology, it should initiate activ-
ities which—

¢ further public understanding of the agency, and

¢ provide the agency board and staff with an understand-
ing of public opinion in order to help improve the func-
tions of the agency {n the community

A pudlic information program must be planned and be pur-
poseful to properly serve the community. Unqualified pro-
grams cannot be whitewashed by incorrect reporting of facts.
If the agency program and its purposes are not of high stand.
ards, good public relations will be difficult to establish. Ques.
tioning from the public will disturb complacency and force a
searching evaluation of the organization’s objectives ard pro-
gram.

Without public support, the agency cannot effectively oper-
ate §ts service or expect to attract the community to its voiun-
teer program. Thereiore promrotion wmust receive a high
priority on the schedule cf staff and board time to develop a
quality information progiam ntilizing a promotion or pub-
Heity committee who has been well oriented in the philosophy,
history and operation of the organization. Members should
be appointed who have a working knowledge of all publies in
the community who need to be reached and the techniques by
which they may be oblained.

Smaller organizations may not be uble to hudget for stayf
to carry out the public relations assigrment; in this case the
exacutive and/or volunteer coordinator will need to function
in this capacity with the sesistance of the volunteer publicity
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committee. Individual assignments may be made to various
committee memkrers in the areas of newsletters, speakers’ bu-
reau, news media, distribution of materials, ete.

As the agency’s budget and program expands, a part-time
or full-time staff person may be employed to coordinate the
whole program of public relations activities, and his knowl-
edge, skill and abilitles will provide stimulation to the organ-
jzation by the day.to-day attention he can give to telling the
agency’s story.

For our purpose, we shall proceed on the premise that pro-
motion is the duty of the volunteer coordinator and his staff
and apply the principles and ideas for their benefit.

The promotion program must be planned to command the
ettention of the public, whose thoughts are constuntly being
invsded by a bombardment of publicity and sales talks. There-
fore, a plan should be carefully outlined to conform with the
goals of the agency and how these goals may benefit from a
public relations program. An immediate and & long range
plan should be considered. An evaluation chack list must be
built into the plan.

Basic approaches and techniques will be outline< in the fol-
lowing pages to provide a continuing public relations program
for the organization.

Materials For Distribution
Posters

s for bulletin boarde, business and industry, schools #ad
colleges, grocery stores, gas stations, churches, restau.
rants, coffee houses, labor union halls, banks, libraries
and public places

o on billboards, if they can be donated as a public service;
in store fronts

Brochuras and Fliers

o distribute to employees, club organizations, churches,
physt~ian and dentist offices, librarfes, beauty and bar-
ber ops, hospital waiting rocms, scheols and colleges,
dormitories, fraternity and sorority houses, and any
places where & number of peuple conghegatle
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o distributed by “Welcome Wagon” to newcomers

¢ billing size fliers may be inseried in general mailings by
banks, department store or public utility companies

Book Marks

e distributed in public, schiool and college libraries, in book
stores, and related services

Newspopers

Unless a person i8 trained in writing of rews and featlure
stories, he should not try to write for the newspapers. They
have n paid staff of reporters who will write the story from
the facts presented to them. A news release should have an
intereating lead and the first paragraph shoul: tell the story
in capsule form. The lead should tell WHAT is to happer,
WHO is doing it or to whom it is happening, WHEN it is
happening, WHERE it will occur, HOW and/or WHY it is
happening. Evenlts that WiLL happen are more interesting
than those that HAVE happened, but there may be events
which are worthy of a wrap-up story. Don't send in any
superfluous material—{t discourages editlora from reading
the mater!al.

The inverted pyramid wsritten release has the imporlant
facts first, with details written in the order of their Irapor-
tance. Then if the story is cut after eny paragraph to fjt
into the news apace, it will contain important facts

In a feature story, it {s betler to not use the inverted pryra-
mid, but to insert some of the interesting facts {n ihe middle
of the story.

Release must be typed, double-spaced and witl; wide mar-
gins. Bogin the firast zentence about 13 of the way down
from top of page. This gives the editor room to write notes
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to his printer. Paragraphs should be indented at least ten
spaces.

The upper left-hand corner of the release should have the
person’s r.ame, title, organization and day-time phone number,
go the newsman may check back if he has questions. The
release should state that it is NEWS or a PRESS RELEASE,
near the top of the sheet and if the publicity is for IMME-
DIATE RELEASE or for release at a SPECIFIC TIME or
date. Give atiention to details and correct spelling of names
and addresses. Reading aloud is a good way to proof read, as
it slows one down. Try to limit the story to one page, but if
there is more than one page, end each page with MORE and
the end of release with the symbol -30- in the center of the
page.

Get to know your media. This is more difficult to do than
to say. The number one key to good publicity is not in know-
ing tha techniques, but in knowing the personnel—something
about them as hyrman beings. Read copies of their papers to
analyze the kind of stories they use and what idiocyncrasies
they may have.

Don’t hound the paper once the story has been sent in and
don't be discouraged if the story is not newsworthy, or there
was too much special news to print the article. Try again,
But an occasional check with the paper will do no harm. If
you never ask why your articles are not used, they may think
you don't care. Jog their consclence a little bit.

Know the deadline of the daily and weekly papers so that
the release is submitted in tinie. There may be different
deadlines tv. photo and copy materials,

Newspapers may agree to print weekly columns lising
volunteer job opportunities available through a volunteer
buceau. Examples of these columna are sliown below. Also
articles honoring the Volunteer of the Month will be accepted
for publication.

LOS ANGELES TIMES NEWS COLUMN HEADING
FOR VOLUNTEER JOBS:

Los Angeles needs you. Whatever vour skills and talents,
no matler how many hours you can give, no matter where you
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are, now rnany are your years. or if you measure your bank

account in dollars or dimes.

Read this column every week until you find the job that is

tailored-to-fit you.

L ~s Angeles and to you.

Volunteers Needed

This list of needs for volunteere
is provided by the Greater Des
Molnes United Way (Tel, 244-
1181).  Such a list is published
weeklg in The Des Mofnu Tribu-\e.

rothers for lnthcrlal private

sgency, two or three hours hna ngs snd
S R emvdinl resding ¢ th ide J

medis] reading tuloms, south of ua.
tor_high school, flexib's hours pad days.

Tey repairmen, private agese

Receptionlst - !mwnl)har. pr{nu wel
fare rrency, ¢:30 to 8:30 p.m. Mondays
snd Wednerdan.

Beanty and grooming teacker. oppoctu-
nitr ceuter, afier achool or evenings.

ereent te be frieads o joungsters,
church, two bours one day a week.

wroon 18 assist with serving poon mesl,
develo, menlal day care center for sererely
bandicapped children and yourg adul
lOlmwllopmwlllo aw. to

liondays through Fridr-s.

TuIsl. pllv-u beaith agencs, fleafhle
hotru and daye.

'ersons ts “ telepbone unﬂnlhn. ity
Hhiary, flexfble bours and days

Volunteers

Needed

This lieling for volunteers is
grovlded by  the Grea!tr Des

foines Comrr.unilr nlr (Tel. 244-
8646). Such a listing Is published
weekly in The Des Moines Tribune.

Groups to entertaln older peimons nurs-
in* center, fexidle houre and days

tlets whe will slso aid In cultural en-
richment of deprived childien csrearen
schoole, tiaxfble hears and days
fromy  accredited  eollege o
necessary.

Instrectors t8 fraidmeties, s.lerce, Eng-
T sctisl studies and literature, work
with stcdents cltalning hls h achool aqui-
nknt‘ urhhu!ei, Tw Y pm Mendayr
thrw. Thurshays.

Hopital coianieer, boapital with mary
male patients

Mathematics lutor, setilement bouse, §
12 11 s m Estor

Busketdall coaed, inlru-muwin) pregrom,
Saturday mornings.

Rasck Ebhop amrie'snt, hownfle), 11:50 to
$ pm Wedneedayt and T iredaye

university

The pay i3 monumental but not in cash.
The agency you will work for is non-profit,

All profits go te

March 16, 1969
Council Bluffs Nonpareil

3-A

Volunteer
Drivers

Are Needed

The VYolunteer Buresu provides
drivers for & number of our local
agencies, mainly to take patients to
doclorl. hospitals or for thernpy.

In man{ nstances, |tlend!n§
group sctivity is psrt of the ther-
spy freaiment for mentally {1l and
mentally retarded adults.

Currently we need drivers on
Wednesday nights to take atienu
from a nursing hcme to this ¢
of netivity st 7 . and bac
the home at B:3 pm. We also
need {ndividuals, mornings or af-
ternoons, who would be willing to
take an assignment every week
or 80,

Drivers are slways called a day
or two in advance and are always
free % refuse the r:&uut if they
are otherwi.e enﬁ ﬁ

If you have a little time you can
give to volunteer driving, plesse
call vs at 322-6421, or stop by our
office any weekday afternoon and
register. Present needs are!

Jennle Edmundeon Flayroom . . .
needs women, mornlny ot after-
noona, whe could hel now and then
with thei1 gaperviy lay program
for the children in the Pedistrics
ward.

Area 1) Media Center ... [s st
in need of typiets who could come
in ooculom ly, morn[n? o efter-
noons_ to help ntheiro fke. They
2180 need peopl: to he! t covers
on & new ahpment o h snd
with other library work.

—
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Social Welfare Services . . . need
volunteers to participate in_thelr
Homemakera Aide program. Wom-
en who are interested will receive
training, nln{ and transportation
expenses, would work five days a
week, from 8 ar. until 5 pm.
Homemaker Aldes go intc Welfare
Reciplents Homes and give what-
ever alde is needed to help the
stricker. family.

Christian Home . . . here is &
chance for teen-= ¢ boya and girls,
age 16 and over, to be a big broth.
er or sister to a young child and
help them with their homework on
Mondays thivagh Thurs'sys from
6 to 7 p.m. If you can spare one
or two evenings a week, come in
our office, 80 Pearl St, and reg-
ister any day after scho~s.

AN angles should be explored to increase the media cover-
age. Spoits departments, church and achool pages, society
departments all may ba appropriate sectors into which your
news item may fall, if you have thought up a different
approach to a program. Too often the same story is offered,
such as tvo or three women making decorations for a dance
or bridge benefit, when perhaps a picture of them at the
zcene of the agency or with the individuals for whom they
have planned the benefit would be more appealing. Many
papera are now banning the hand-shaking type of picture.

Radie And Television

Radio and television stations are required by Federal Com-
munications Commission to give a certain percentage of their
time to volantary, civic and charitabls groups. Most stations
exceed by far the required time, but thev are bombarded by
all worthy causes and the publicity chairman must zell Ais
worthy cause to the station. Most stutions have public serv-
fce departments and staff and it i{s advisable to make a par-
2onal ¢all to each of these or the station manager, to become
acquainted and to learr what their policies and deadlines are.
After an iniial personal visit, future contacts may be zatis-
factorily made by telephone or mail.

It may be advantageous to request time on special shows,
such as talk or interview programs, which may be weekly
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quarter or half-hour programs. Advance planning is most
important and arranging for pariicipants, getting them to
taping sessions and proyviding background material for inter-
viewers all takes time. Make the contact four to six weeks
ahead of time for an interview feature. Find ns much visual
material as you possibly can—drawings, art work, maps,
posters, brochures, etc. Still photos, size 8” x 10” and 2” x
2" colored slides, preferably photographed horizontally are
excellent for presentations. They should be sent ahead of
time so they may do the art work and preview materials.

Television newa exposure {3 easy to secure, provided you
have newsworthy material which you are offering when it is
news. Annual meetings, visiting dignitaries, award cere-
monies, and unusual volunieer services will interest the news-
room editor, particularly if you can offer him an important
reason for the occasion.

The importance of radio should not be overicoked. Radio
Is atill giant in comparison with TV and there are 120 million
radio sets in vse. Captive listeners are in millions of auto-
mobiles dally and an interesting message will reach many.
Prime time is early morning and later afternoon—*“drive
time.”

Spot announcements should be sent to disc jockeys, written
on postal ¢ards for their easy vse. Changing the message and
sending cards weekly takes time, but will give your meszage a
greater assurance of being read on their community anncunce-
ment apots, as they usuaily read the newest cards firat, while
the older ones get shuffled to the bettom.

Regular anrouncements should be timed for apecific periods,
such as 20 cr 30 second spots, or one-réinute spots, The public
service director wiil advise as to which length they prefer.
All copy should be typed and doubsje or triple spaced. You can
time your spots by counting woirds —

10 seconds = 22 words

20 zeconds = 40 t0 50 words
30 seconds = 60 to 70 worlds
60 seconds = 120 to 160 words

Many radio stations do not use 10 or 20 sxcond spols. It is
worth your time to survey ihe stations in your locality to
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find if any use 10 or 20 second spots, to save your time in
sending them. If the stalion has to write the copy, it will
take three or four days longer than if you send in your own
copy.

House Organs

Interoffice and industrial publications are effective means
for announcing the need for volunteers in your program.
Many of these office newsleilera are mailed into the homes
also. High school and college papers, teacher's bulletins, Ii-
brary community events calendars, all may be willing to use
short articles about volunteer onportunities. In Iowa there is
an Industrial Editors Association, where one request may be
sufficlent {o produce many articles.

Advertising

Some newspapers and shopper’s guides will provide free
advertising if the proper approach can be made. Most volun.
tary organizations duv not have funda {o permit pald advertis-
ing, but often a business may donatle the cost of an advertise-
ment for you, or insert & notice in their own larger adverilse-
ment.

Clever announcements may be placed in the personal column
of the want ads, such as “It’s a boy”-—who needs a friend to
be a Big Brother—contaet ... et ese e e
Or—Wanted—one man {5 be a big brother to a fatherless boy.

Letter Writing

Letter writing is probably the most universal communica.
tion device, and may be an all-purpose tosl. Public Relations
Reporier, news of the American Library Assocfation, terms
the direct mail letter as “the next best thing' to a face-to-face
meeting, especially when the letter is really weli written. An
extensive program of personal letters may be deveicped from
the President to Yeaders of clubs, organizations, churches, Par-
ent Teacher Arsoclatliona, ajencies and businesses, The letter
cou' be a atandard letter 10 be run on a flexiwriter, or they
may be personally written by different board members to
prominent persons in the commurnity whom they know. The

. 85

41



H
i
!

letter can convey the need for volonteers to carry out the pro-
gram and services of the agency and seek the readeir’s help in
personelly becoming involved or in helping to r.cruit from
his fellow members and associates,

The message in the letler ~hould be pre-ented in the fewest
poasible number of words. Cne has only a matter ¢f seconds
to get the attention of the reader. If people don't read the
first few words of the letter, they won't read the body copy
and get the full message. So keep the beginning of the letier
ghort, purchy and attention-getting. Appeal to thoir personal
interests aiid keep the letter short, maintaining their interest
throughout. Attractive artwvork and iayout, the use of ene or
two colors and personal {ouches such as a handwritter “P.8.”,
if done in a tasteful manner will be effective.

Write the letter so that it makes it difficult for *he reader to
say “no.”” Never ask “if,”” ask “which.,” Rather than saying—
“Wouldn't you like to . - - ,” ask in which of these activities
may we count on your support (or help) 7’ With a low-pres-
sure selling, the letter will become the writer's personal repre-
sentaiive.

The Public Relations Repor 'r concludes there are four
public ralations avenues for dire: mail letters and somelimes
riore than one purpose can be accomlished in the same malil.

ing. They are:

¢ Informative mailings—deaigned to tell the story about
&n institution or service. No pressure—just an attempt
t, tell about the service and wh.t it can do tor the
readar,

3 Pertasive mailing—an effort to convince, to evoke a
rezponse and action.

® Hemindera-—to keep programe and services alive jn the
minds of people. The message may be in a letter or
printed novelty.

» Utility mailing—items hich the recipient can use, and,
in ating them, bevome briter informed aboul services
and programs. These may include bookmarks, pamphlets,
note pads, calendars, reading lisls, efe.

A letler may be uted to furnish background material which
will be followed up by a telephone call or peraonal visit, to
secure the rezponse.
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txhibits

With ingenuity, many places may be feund in which an ex-
hibit may be placed which will sttract the attention of great
nurabers of the public. Store frent windows, lobbies of banks,
hospitals, nursing homes, welfare buildings, hotel lobbies or
wezzanines, offic~ Juslding foyers, walls of airport concourses,
and all sorts of public and priva‘e areas may bLe utllized.
Fairs. shows in auditoriums such a3 I{fome Show, Sports Siiow,
etc,, displays al conventions, schocl halls, cafeterias or li-
braries all ma' be places available for amall or large exhibits.

It is imporant that the exhibit be tasieful, neat, attractive
any reflect the measage in as few words us possible. Often
art dcpartments in achools or colleges or art teachers will vol-
unteer treir services to assist you in preparation of the mate-
rials fur the exhib't. Keep in mind that many exhib.« receive
only flecting glances, and jvst ax in all other publicity materl-
als, il is hoped &:1 appeal will be made that will attract their
«ttentlun to read further or stop to ask questions if the exhibit
is staffed.

New:letters

A newsletter may have multi-usefulness. Depending upon
the reader coverage, it may be an effective recruitment too),
telling the various needs for volunteera. Description of suc.
cesaful volunteers in artion will give individuals proper recog-
nition of their performance and .esvices. A newsleiter may
be ased to announce dste: fer interviews and vrientation
me~.tings. .

Bot this mailing compctes with national publications. It
must be good copy to be cead. If it fan't going to be read, why
get it out? The preparation of printed material {s hard work.
Seven editorial guidelines have been offered by Robert Will.
niot, National School Boards Association information and
Piuhle Relations apecialist:

1. Audience awarenesa. Know tte public toward which the
content of the publicaticir Is directed. Be aware that eact
public requires a different kind of i.formation,

2. Production quality. Whatever the type of publication, in-
aist on quality production. The amount of money spent
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is not the true measure. Auy method of printing can be
well done.

3. Concentrate on content. Place the emphasis upon con-
tent. Don’t settle for less than the best that’s available.
Stress information that readers will want to know and
appreciate once they have it.

4. Expert help. Call on experts when the need arises. Re-
riember, not eve ‘vone is an authority on all phases of
preparation or production. Don't be afrald to acknowl-
edge that someone else knows a8 little bit more than you
know—-It's not only possible, it's probable.

6. Yalue white space. Don't be a “space filler.”” There's no
need nor sense in using copy or illustrations to fill every
square Inch of space in your publication, unless, of
course, you want to put out a telephone ook or a Con-
gressional Record. Use white space and use your imag-
ination. You might be surprised.

6. Know your printer. Visit his place of business and get
acquainted with s method of operation. Understanding
his way of doing thinga can often benefit you in getting
the job done with the least amount of trouble,

7. Keep your eyes open. Examive other publications. Don't
hesitate to use an idea you see used elsewhere. If it’s
good, you can be certain that someone else is using it
anyhow. However, you will seidom use another’s idea as
is, rather, you will adapt it to fit your unique situation
and requirementa.

Many volunteer coordinatora will not have the funds budg-
eled to usze ccmmercial printers, but attractive newsletters
may be produced with equipment in the ngency. A good sec-
retary may be very helpful in getting up mals in neat and
atiractive manner, using the principles as outlined abovo. If
A two-color mast may be printed for use of the newsletter, it
will help make the copy appealing. Use of simple drawings
will add to the interest of the printed page, and if plctures
re 1 be reproduced, the public and volunteers enjoy seeing
themzelves in print. If you usge typewriler type, be wary of
multi-column use. It is difficult to meke it look good and to
get even margina,
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A newsletter may be telling 4 lot more than onz suspects—
about the agency and the volunteer program. Every jssue
helps to build an image which may be helpful or harmful. If
the newsletter is the main communication with the vclunteers,
cliente or public, it can Le the major impression-buw.lder. There
neede to be A purpose for a newsletter other than i fact that
other agencies are printirg one. Careful editing will help tell
the story as quickly as posaible and selectivity of items will
eliminate the dull and trite news. Gather the news from as
many resources as possibla, fiicluding staff, volunteera board
membhers, clients served by volunteers and cooperating organ-
fzations. Tie-in stories with state and national programs oc-
casionally. Report meetings from a news standpoint, omitting
mechanics of the mectings.

Speakers’ Bureau

Persons who are knowledgeable in the hiatory, philosophy
and purposes of the organization and who are able to interpret
this story to others to interest them in becoming involved
should be recruited as membera of the speakers’ bureau. A kit
of materials should be assembled Lo give each apeaker snd
these materials should be kept up to date. Recommended jtems
for the kit would include—

® general oulline of organization, telling history, purpose,
structure, the role in the community, procedure to be.
come involved in helping (whether th’s i3 to dznate funds
and/or services may depend on the needs of the agency)

® |ist of the cierrent needs o? the agency

¢ list of the board members and staff

¢ suggested speaker’s outline, giving helpful hints on how
to make a presentation

® brochures

o registration cards for volunteers to complete if they are
interasted

A meeting of all members of the speakera’ bureau shovld
be called once or twice & year to share experiences and ideas,
to keep them up to date on new needs, and to prezent them
some new and helpful ideas for their presentations.
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Some assorted tips on presentations have been gathered
from varjous resources to assist staff and volunteers in plan-
ning a lalk. Really top speakers are rare, but it is possible
for the average person {o learn to deliver an Interesting and
correct speech,
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Spend some time in preparation of the {plk—the con-
census of great clergymen speakers is thal it takes about
seven hours to prepare a 20 minule talk. Once this basic
preparation has been made, repealed talks about the
same subject may take only half an hour to brush up on
details and adapt it to a particular audience. But know
v “at type of people are in that audience, and tailor your
walk to them.

If the speaker is inexperienced, he should siart with
small, informal zioups.

Remember, there are two sides to every subject and don't
be oo adstant about your views; your purpose is to sell
“your prcduct”—soluniarisni—--and not create antrgon-
jsm.

Peclde exectly why you are speaking and what is your
objective. Choose one basic subject, research it, add your
own personal experiences and knowledge.

Organize your materiala into an outline and memorize
the key [deas you want to convey. The words to express
these jdews will come,

Tallor your talk to the audience; you may wizh to empha.
size different aspects to different groups.

Keep charts simple, if they are recessary; the audience
ghould not be reguired to strain to 1ead all k' .+ of fig-
ures and words.

Don't attempt 5 read romeone else’s speec. If it con-
tains good ideas, use the {deas and taflor it fo your
thoughts and ideas.

Organize your sweech into a beginning, mmiddle and clos-
ing.

Have just a few key puints and let your audience know
when you are moving from one to another.

Praciice your speech—tesl runs are very important.
Look at the pecple 1o whom you are apeaking; if you
know your material and have practiced your speech,
yui can communicate directly with them, not your notea,
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® Learn to enjoy nearing uothing while you are gathering
your thoughts; the audience will stop counting the
“wells” and the *“uhs ™

® Be prepared to answer questions at the conclusion of
your talk, Limit your talk to allow time for questions
and answers.

® Be sure ycu understand the question.

® Take time to think before you answer.

® Have materials with you to support the facts and figures
you have given.

® Keep answers brief and factual.

¢ If you do not know the answer, admit it, but tell them
you will find the answer and relay it to them soon. If the
queation {3 loaded, state that you are unqualified to
make a statement on that subject.

¢ Find a way to honestly evaluate your speech.

Were you relaxed?

Did tiie audience really seem interested, or only polite?
Did you secure any volunteers or funds?

Did you cover all key points?

Did you stay within your time limits?

¢ Analyze if there is a market for your printed {alk, after
you have given it, among olher speakers, emplorees or
agencieas,

You aie told to merer, never rcad a speech, But there
thould be no never-nevera. Few persons are called upon
enough to becume a practiced speaker. If you are & “once in
a while” spesker who must occaszionally read a speech, there
are some helpful hints for you. In writing the text of the
speech, write as you talk or your gpeech will be stiited and
have {oo many long, involved sentences. Make heavy use of
pronouns--you, we are, you will, [ will—-to mske the talk
have a personality. Outline the swech firat with a beginning,
the niddle with its four or five concrete pointe, and the clos-
ing. Then writc from this outline

Tyre script with largest available print, dcuble spacing
and uring capital letters for the key pointe. Start these key
points at the top of each page, underlining them to help you
retuin to the printed page nmore quickly. You may wish to
mark gestures or emphatize dashes for pautes, Use only the
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top two-thirds of each sheet of paper, which will keep your
head higher.

Bind the pages as locsely as possible for easy turning, or
leave loose, but be certain they will lie flet. Don't type on
both sides of the paper—this emphasizes the fact that you
are reading. ¥old bottom right-hand corner of each page, for
easier turning.

Read the speech aloud to get the feel of {t. Sev if it is com-
fortable to deliver and flows easily, like normal converaation.
Reading it aloud several times will allow you to he familiar
enough with the contents that you can develop eye contact
with the audience and communicate with them.

Be sure 1o check nhead of time if there is ample light in the
meeting room 8o that you will not have t> strain to read and
also 80 that you can see the audience. Communication from
them o you [s important—Iif they look interesied, smile at &
joke or nod their head, you can sense that you are reaciing
them—If they have frowns or quizzical expressions, you must
not be coming across.

Now I sit me down to sleep,

The speaker's dull, the subject decp;
1f he should stop before 1 wake,
Give me a poke for goodness aake!

Mechanics Of Speakers’ Bureau

To promote use of the speakers in the bureau, you may wish
to distribute each year a program booklet listing speakers
with their toplcs, and if the budget allows pictures of the
speal ers, thia is an added attraction. Forms for requesting
apeakers may be included or request forms by themseives may
be widely distributed among clubs and organizaticns. A sam-
ple request form may be seen at the end of this chapter.

After the request has been received and & speaker secured,
copies of these request forms should be sent to the speaker
and to the person requesting the program, retaining a copy in
the uffice files for reminders, atatiatics and evaluation.

To relieve the volunteer courdinaior of the responsibility of
securing speakers, the chairman of the speakers’ bureau com-
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mittee may wish to secure one or two persons who will assume
this responsibility. Speaker request sheets may be sent to
them and they can perform the following duties—

& gecure 8peaker for program

® send contact person in group the aame of the spca¥er and
the speaker's hiographical sketch

¢ inform office name of speaker

Biographical sketchea should be obtiained for each speaker
and if the speaker coordinator has coples of these, the speak-
er's background may be matched to the group’s interest.

CONVENTIONS OR ANNUAL MEETINGS

Planning a convention or annual meeting will involve much
promational time, including the preparation of attractive fnvi-
tations, announcements, programs and advance publicity to
reach your public. Compiling a complete mailing list for the
invitations is foremost and then sending an advance release
to the press. Press releases should be prepared and muiled
two weeks in advance of the meeting to all daily and weekly
newspapers in your area. Its conlents sheuld {nclude the pro-
gram, a general release stating the WHAT, WHO, \WHEN.
WHERE and \WHY discusse? earlier, background stories o
key speaker (s), and a list of present officers and the program
chairman. Special contacts should be made with the local
newspaper, radio and television stations to arrange for cover-
age and picture taking.

If the meeling is longer than on® day, major news releases
should be written each day, featuring addresses of mein
speakers, summarizing their measage and at the conclusion, a
release of the newly-elected officers. 1f there are sestional
meetings, the leaders should be provided with teporting forms
1o be turned in immediately for a round-up story. Attendees
from other communities should be invited to give you help to
write thair home town news etory. Reports of special récog-
nition should be forwatrded to the recipient’s homa town newe
media.

Someone should always be presant to watch fo. the reporter
ond photographer, to make them wy'come and expedite their
roaching the key place a* the key time. A large meeting
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should have a permanent publicity and information desk,
slaffed continually during thu convention,

If the budget allows, you may wish to invite the press to be
luncheon or dinner guests, but this is nat es=ential and often
they are too busy o spend that much time. But if they arrive
during dessert to cover the talk, it is courteous to cbtain a cup
of coffee for them. especially it they have to wait.

PRESS CONFERENCE

At the beginning or corclusion of a convention, or if the
agency has a major news announcement which calls for ex-
Manations and background information, you should consider
tha press conference. Be certain the information s news-
worthy or the next time the press wiil rot be inclined to inveat
the'r time and effort to attend. Often invitations are fssued
to a press breakfast at the beginning of a coirvention, to choose
the Imporiant items and to meet the key participants before
they get tied up in sessiona.

You must be willing to devote your own time and effort to
make the preas conference pay dividends. To make it succeas-
ful, do the following:

e notify media at least a day in advance ard more lead
tinie i3 belter

® give them some brief idea about the purpose of the press
conference

® tave a prepared statement on conferen~e subject ready to
distribute

o don't read this to them; lel thera scan i as they dexire
and ask questions

® have one prrson in charge of the meeling who can keep
things moving and answer or field quextions to the right
person

® volunteer coordinator and other staff should stay in
background, ready 1o obtain or distribule resources

o if you are unaccustemed to preas releases, {ry a dry run
ahead ¢! time, axking the queations you might expect re.
potters to azk; see how well prepaced you are!

¢ have equipment handy—paper, pencils, phore, type-
writer, electrical cutlels, etc,

Y
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® have a photographer available if the press cannot send
one

o start promptly and keep things moving; avold antago-
nistic issues

PHOTOGRAPHS

A good photograph attracts more attention than a thousand
words and can in itself communicate a powerful message with-
out the printed copy. But there aren't many photographers
who can produce outstanding pictures. The good picture is
there in every community—if you will be creative.

Factors that influence a reader's acceptance of a picture,
according t Ear] Theisen, veteran Look Magazine photogra-
pher, include these:

® objects, situations, or action which the reader 1ecognizes

o pleasing characteristics, such as beauty, niceness, quality

® presentation of reality in print—the tone range, con-
trasts snd general appearance in the print present a pic-
ture of life as it i3 normally seen

o quality in the print, reflecting good clean darkroom work

o properly cast models who seem natural in each situation

® objects or fashions which do not “date” the photo

® the "slice of life" effect, which im;roves peraonal accept-
ance

o compassionate anJ sympathetic treatment of fo. givable
weaknesses in other men

o simplicity in composition and lighting

¢ lighting that does not reveal itself

He adds that the reader is a “shopper” for a new experlence
and the photograph must have atiributes which win reader
approval and convey some kind of reader value and reality,
“If you 'skool’ a bride in white aatin, it ought to look like
white 2atin,” he explains,

Mtach a caption of the copy describing the event, giving
full identification of each perzon in the plcture, with correct
spelling of their name, addreay, telephone number, and names

of parents of minora,

To assure Your organization that they will have no legal re-
course later, written congent to publicize the picture should be
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abtuined from the person being photographed. A release must
be signed by each adult in the piclure and by a parent or
guardian of each minor in the picture. A copy of the release
must be given to the one being pholographed. A sample cop-
sent form is at the end of the chapter.

EVALUATION OF PUBLIC RELATIONS PROGRAM

Evaluation of a promotion or on-going public information
program cannot be determined without keeping records, The
publiz’s response is your criteria. Statistlca are Important
and may be compfiled by—

® recording telephone calls which have been made following
news medfa announcements

® ;.cording personal visits initiated after hearing your
atory

® recording mall requests for information, an interview
appoiniment or brochures which you have proinoted

® maintuining clipping file or scrapbook of all articles
printed; evaluate what kind of articles the news media
accepts, and plan the next release accordingly

¢ have commitices and boards record number of {imes they
have heard or read your release; this may be a one-time
survey

When a potential voluntleer completes the irterview card,
there shou!d be a place for him to indicate where or how he
heard about your program and need, and these should be tab-
ulated and analyzed for Cuture publicity. Record sheels of
media contacted and bublicity used will provide valuable in-
formation when planning future publicily. A form may be
devcloped for each area of promotion (sample forms at end
of chapter) with a different sheet for each promotional tech-
nique—

o 1adio
television
nes.spaper
nosters, exhibits, billboards
speakers’ buresu
house organ
brochure (distribution, place)
tours and other miscellaneous
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Other guestions your Public Relations committee and board
should ask—

¢ have phone calls changed from complaints to requasts
for information?

® has a problem been coriected by better public relations?

® have vou used check list built into your plan? (see prev.-
ous section in this chapter)

#® what do your statistica tell you?

Don'’t prenccupy yourself with techniques rather than the
message, but verse yosurself so thoroughly in the techniques
that they become automatic and & part of the job,

NEWS REPORTING METWORK

A publicity program must exist and you have to rely on
reporting from the boon docks. Organization for accumulat-
ing information may be more difficult than orosnization for
dizsseminating it. The public relations committee and staff
must cultivate all departments of their program and ail mem-
bers of each department, both employees and volunteers to
submit thefr ideas and their plans and programs to tell a
compiete story of your organization. For example, in a school
volunteer program, each schoo! adminfstrator, the teachers,
the volunteers, parents and the pupiis all should be regu! :
reporters to the publicity program. It fia their ideas and th ¢
“happeningas” which will make jour news and spark the pub-
lie's interest. Student activities should be the prime focus fn
a schoo! volunteer program and student journalists may give
you the most ouistanding features and photographa,

News report sheets should be distribuled to all who are po-
tential reportera within your system and theza should have
again that basic outline of WHO, WHAT, WHY, WHEN &and
WHERE listed for them to complete with details. When they
do submit these reporta, call or send them a memo thanking
them 20 they will kriow you appreciale their help. If you are
unable to use thelr report for awhile fn your newsletier or
press releases, let them know why 20 they will try again.
REMEMBER~——they are volunteering for you. A coffee break
or staff meeting may be a good resource for finding intereat.
ing news items (but not office gozaip, leasel)
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PUBLIC RELATIONS WORKSHOP

A public relations workshop is an in-service training for
staff, commiitee members or your branch-office personnel in
other communitiez. It should be well structured with a par-
ticular purpose in mind. It may be better to have workshops
more frequently and emphasize one area of promoiion each
{ime than to try to cover the water front with every idea in
the book. Each subject in this chapter could be expanded to
contribule discussion for one to three hourz time.

Experis v thin your own organization should not be over-
looked for their knowledge and ideas, aad often a person may
now be doing a particular kind of & job, but may at some time
have been in a position where he staged an outstanding pro.
niotion, Give him the opportunity to share his expertise and
experiencea. A college or high school journalism teacher or
advertizing agency personnel in your area can be invited to
participate in the werkshop. News media experts will respond
favorably to invitations. It i3 to their benefit to help you
learn the right way to do your job!

Allow potential participants to help slan the workshop and
vour content will include the help they are seeking. They also
should be consulted in evaluating the results, Short panel
presentations followed by amall group discussions will be the
mast productive. Participants sharing their ideas and experi-
ences are often the most helpful.

CONTINUITY

A perzistent image must be projected into the community ai
all times. Speclacular prumotions are excellent, particularly if
they relate to a natioral emphania such as ihe President’s
proclamatinn that the first week in April shall be declared
National Volunteer Week, or that it is National Education
Week uor Eazfer Seal time. But you should not fafl to develop
a confinpal, an-goirg public relations program that elwoys
tells your story. Too many organizations take a thhee-month
summer vacation from the program that doea not correspond
lo the community’s need. The baty atill needs his summer
check-up and immunizations in the well-baby clinics, the
buzinezz man haz no immuni'y Yo heart attacks in the summer
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and today Johnny continues to use ihe schools all summer.
If you allow a seasonal slump in your program, it will be that
much harder to stimulate ir'erest when you come back and
you will have to start all over. The med.a has fewer releases
presented in the summer and will welcome your atories and
give you added emphasis, The public relations program should
be outlined *vith definite publicily plaimud for every nionth
of the se.r.

POTPOURRI

Public relations must conform 1o the policies and objectives
of the organization and uliimately the board of directors will
direct the content of your promotions. It would be hoped they
will allow for flexibility and non-stringent policies so the pub-
lic relations committee may be free 1o use innovative tech-
niques. But we must take into consideration the policies and
the facilitiex and not flood a hospital with visitord at a time
or in a place where their patient’s righta and privileges may
te violated, So, take into consideration—space, parking facil-
ities, weather and conveniences in planning special events for
promotion.

Publicity is only as goot as the persons responsible for it.
Ton summarize—

o beinnovative and creative

@ visit the local editors and station personnel to learn their
desires and needs to provide you with the best coverage

® resolve to prepare your publicily to their needs, zpace
and time availability and deadlines

The handbook for pudblicity chairmen prepared by the Pub-
lic Relations Service of the National Association of Broad-
carters presents these definitions—

¢ PUBLICITY seeks to inform . .. lo impart information.
‘Te be effective, it must have some news value . . . a
“news pez” on which to hang a lory.

o PROMOTION, too, sccks {0 inform, Lutl it tlso <ccks to
“promote” activity on behalf of a specific program or
project. Quite frequently there is no hard “news peg”
for a etory; merely a derire to get a program under way.



¢ PUBLIC RELATIONS is n coribination of the two, plus
day-to-day activities designcd to build sound and produc-
tive relations in a community that will enhance a group's
reputation and ite ability to serve.

WATCH YOUR WORDS

A careless word

May kindle strife;
A cruel word

May wreck a life.
A bitter word

May hate instill;
A brutal word

May smite and kill.
A gracious word

May a:nooth the way:
A joyous word

May light the day.
A timely word

May leasen streas;
A loving word

May heal and bless.

Author Unknown
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REQUEST FOR SPEAKER

{agency name) ...
(agency address)
PROGRAM INFORMATION:

DIabR o e s se e e e e aa e sme e eabaesinraen
TETIB e e et ece e e et s ees et amt e beeaeneem e sassen st ess e arboneson
PHRCB et ee et et eee et et roa o ssase s ssminnae
GIOUD oot et cteneee e ercereiae s e sse e s es st et m st st s sestesaesesaseen
name
purpose age range

Length of talk................Questions and answera....Yes. . No
Estimated Size of Audierce.... ............. Actlual. .

Contaect. ... Phone Number

name
L0 13 .11 SRS U U USRS UU UV PURTTO

Speaker Assigned .
Pamphlets Dislnbuted "
Voluntecr Reglstration Cards D:s{ributed

PICTURE RELEASE

0 T e ettt eeteeste e e eiessesi e e st eenne + eeevanisiesaesssiseeans areaesares
1 herzhy agree and consent to the use of the photograph here-
inafter dec~vioed for advertising and publicity purposes by
I kereby waive any right that 1 may have to inspect and/or
apnrove the finished product or the uze of which it may be

applicd; and 1 waive ali ¢claims or any compensaiion .or such
use or for damages.

DUSCRIPTION OF PHOTOGRAPH ...

Dl o e e e e e e e e e en e annan




PAMPHLET OR POSTER DISTRIBUTION

PLACED ADDRESS NUMBER
NEWSPAFER
or
RADIO

oy
TELEVISION
or
BULLETINS, NEWSLLTTERS, ETC,
PROPOSED DISPOSITION
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CHAPTER VI

INTERVIEW AND PLACEMENT

WHY INTERVIEW?

A personal interview with a prospective volunteer is the
vusiy for a good placement. A successful volunteer service
is dependent on gcod placement. The interview should—

o dctermine the suitability of the applicunt to the agency

® establish fecling of mutual understanding and confidence

® give the applicant essential facts about the job and
agency

® outline requirements for performing spccific jobs

¢ help find the assignment where both the agency’s needs
and the volunteer's n.eds will be satisfied.

Participi.ting in an interview is a teaching experience for
young people, preparing them for later Infecviewa with pros-
pective employers and it should be conducted with the same
degree of professionalism that a paying job woold require.
Allow for tension in the volunteers, particularly in the youth.

The aim of the interview is to know the volunteer as a com-
plete person. We should understand what has motivated the
individual to offer his services (see Chapter 1} and build
unon his desire to give service. But you shouldn't classify
people because of their motives. Awarding a soldler the
Purple Meart is not influenced by whether he enlisted or
was drafied.

During the interview you need Lo determire the interests,
talents, skills, ability and personality of the person anrd his
ability to use these characteristics. To help the volunteer
know about the agenty you should—

o provide underatanding of its functicn and purpoae

o interpret organizaiional structure of agency and the
voiunieer's place in this (zce Exhibit 1 in Chapter 1V)

¢ explain the need for the volunteer job and the rol= hie will
perform

¢ give depth to valunteer job
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# estabiish communication for good public relations,
whether or not the interview culminatcs in & placement

® relate the volunteer service to the total service of the
agency

@ define areas of rzsponsibility of staff versus volunteer,
volunteer versus volunteer, staff ver . staff, and volun-
teer versus clients

HOW TO INTERVIEW

Interviewing is a two way street; you are interviewing the
volunteer and he is Interviewing you. You interview him to
collect data and his suitability to & job and he interviews you
about the purpoge of your agency and your need for his help.
There must be reciprouity of give and take in the procedure.
You experince interviews many times in your daily lives.
Physicians interview their patients, lawyera—their clients,
teachera--tneir students, credit personnel—their customers,
parents—-their icenagers, and in other act.vities of everyday
Jife.

Inteiviewing ahould be a personal and private affair. In-
formation shared by the interviewee with you should com-
mand you * coraplete confidence. Your attitude will determine
the quan.ty and quality of Information he will be willing to
share with you. Without this rapport, you cannat gain their
confidesve and desire to help your organizatlon. If their
confidentiality is shared with your bridge club, at neighbor-
hood coffees, or over cocktaile, it undoubtedly will reflect
your poor judgment,

Mechanics necessary to conduct & aucceasful interviaw are
privacy, a clean, cheerful and comfortable space, desk, chairs,
telephone, paper, pens, pencils, registration cards, appoint.
ment cards, agency brochures, job descriptions, agency guide-
line manuals and children’s coloring cr reading books to enter-
tain the youngsters who may accompany their parents to the
{nterview.

Adequate time In a quiet, uninterrupted place provides the
most successful cetting for your ~isit with your vizitor, Re-
view anything you may know about him before he arrives,
Make every effort to not keep your volunteer applicant wait-
ing. ¥le may be new and inexperienced and needs the courtesy
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Aruitoxt provided by Eic:

of Your prompiness to help puf him at ease. While you are
taking their coats, introduce yourself and seat them comforta-
bly. You may be able to of fer them a cup of coffee and settle
their offspring with a book. During this time you should be
evaluating them—using all five senses to get an impressfon
of their personality. They may be

® young, eager—or imporiant

older, wistful—or Jonesome

nervous—or rejaxed

leader—or a follower

vital and heaithy. -or handicapped or frail

Problems of intervlewing in which a person should frankly
evaluate himself may be that he—-

¢ has a persona)l bias—you may not like a person who
chews gum, smokes, has long hair, beards, she.t skirts,
interrupts, taps their finger:, wears slacks, or someone
who is blond, wears blue sweaters, is A Democrat, ete.

¢ conducts al] iaterviews in the same manner and pattern
Interviews should be changed for different persons, their
ages and experience. A mechanical approach should not be
made—ecach person deserves his own approach.

Personnel management advises that interviewers should
become familiar with the following factors to assist in guiding
their questioning and listening for informatlon to be used in
overall evalution—

¢ “Can Do Fartors"-—abilities, knowledge, and skills
& Among these traits are mental alertness, health and
physical condition and verbal expression

¢ “Will Do Faclors”
® Service motivation—the extent to which the volunteer
shows the habi‘e, motives, and drive to perform dill-
gently
Stability
Perserverance
Self reliance:
Ability to wet along with others
Covperativer.ess
Leadership
Acceptance of responzibility
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® Emotional maturity (some have this at age 12 and
some never acquire it)
o Attitude

After you have performed the introductions and put the
volunteer at ease, express appreciation for his visit and inter-
est in your program.

Explain the purpose of tte interview—that your job is to
match the volurteer’s interest, experience, skills, hobbles,
availability of time and mobility for the needs of the agency.

Have volunteer complete a registration card, giving you
factual identifying informuntion, It is advantageous to have
him fill out the form, as this gives you time to evaluate and
plan, and gives him an opportunity to ask questions which will
elarify his ideas. Sample registration forms are fuiad at the
end of this chapter.

Start with a broad open question to get the volunieer to
talk; questions that cannot be answered with yes or no, but
usually start with what, why, where, who or how.
Examples of open questions are—-

® Wrong—Do you like to work with chiidren?

Right—I see on the card that you are interested in work-
ing with children—how did you happen to put
that down?

® \Wrong—Did you read about our agency in the news.
paper?

Right—How did you happen to come in today?

® Wrong—Have you ever worked with children?

Right—What kin4 of experience have you had that might

help us?
¢ Wrong—Do you drive?

Right—How do you feel about transporting the handi-

capped to the dental ¢!inic?

Establish and maintain a favorable rapport. The volun.
teer's willingness 'o respond to your rieeds depends to a great
extent upon the kind of celationship that exists between you.
Qualities that should be initiated and maintained throvghout
the In*erview ahould be such that—

@ the volunteer feels the interviewer is attentive and inter-
ealed in him as & person
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the volunteer senses the Interviewer {3 warm and
friendly

the volunteer feels he i3 accepted—for what he has to
offer

the volunteer understands that he is permitted to be
himself without fear of criticism, accomplished by a per-
missive attitude on the interviewer's part

Encourage talk. Do not interrupt «nd give him your full
attention. Show interest in what he says through eye contact,
occasional nods, and by interjecting one or two words that
show you wish him to continue, such as—

“T gee'
“Is that so”
““That could be”

Be a good listener and use listaniing responses. By listening
you wilt learn he often has decided what he wants to do. In
addition to the interjections mentioned, you may—

pause as if waiting for him to continue

echo or repeat the last foew words he has said

mirror or reflect back your underatanding of what he
has just said—

“You feel that—"

summarize what he has told you or add

"“What elze?”

“Is there anything else?”

use Introductory phrases, such as—

“Is it posaible that—""

“How did you happen to—"

“What was the reason for—""

qualify your question—

“Was it fairly difficult for you to understand -
“Would you sav that-—"

“Did you lik: your old neighborhood a bit more?”

choose neutral words—

disagreed instead of fought

employment terminated instead of fired

dislike indtead of hale

unaatisfactory instead of bad

usge voice inflections that arc not threatening or challeng-
ing when asking questions which might be controvers ai.

—110—

110



A B C's OF INTERVIEWING — ALWAYR BE CON-
CERNED:

ALWAYS be honest. Describe the job as it really is. So
often we approach the volunteer with a distorted picture of
what it means to be a volunteer. We tell them, “It won't take
much of your time. You go work for about an hour 2 week and
then you are finished until the next week.” If you tell them
this, you are doing the agency a disservice and you are doing
the volunieer a disservice. Don't pressure the volunteer into
serving beyond his time and ability ..nitations; allow him
time to think over the jeb and you may wish to schedule an-
other interview appointment.

Every volunteer js entitled to a job description which apells
out the cssantial facts and duties about the work. {See sample
job description at ¢nd of Chapter). He needs to know what
the basic requirements are for the job, what he will be dojng
on the job, the hoirs required, and the amount of time tne
training sessions wili require. It is a convenient instrument
for dizcusaion of the individual's interests and where his
services may best be utilized correaponding to the needs for
his help. If the volunieer is seduced by a false picture, youn
won‘t have him for long. He won't stay on the job if he ex-
pects one thing and then discovers the )ob is actually very
different, IT IS ESSENTIAL to describe the job AS IT IS,
with as many details us possible. You may hive a harder time
placing persons in certain jobs, but he will stay with the
agercy longer it he knows the truth. If there are unfavorable
features, tell them. If he knows what to expect, he can plan
accordingly., The job description will help you place the vol-
unte2r into the nwet suitable and meaningful job.

Job descriptions are a mirror of th2 agency’s program.
Theze separale reaponsibilities and supervision, sa that there
is no overlap in duties. Each perzon has his particular assign.
ment and the line of reportabilily is outlined. A rew volun-
teer coordinator can uze job deacriptions to understand how
to supervise the volunteers and what to expect in their job
performance, as they will clarify the organizational structure
of the volunteer program.

BE BAS{C—Everyday you give information to someone
about something. You do this 2o often and take the simplicity
of the act ro for granted that you seldom consider the com-
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plexities actually involved. It is only when you are on the
receiving end of jnformation that you realize that you really
did not understand ‘what was said. It is important that you
understand the difference between the giving of information
and the giving of advice. During an interview it is important
tu give informatica and to save the advice for their orienta-
tion.

Have the basics outlined in your mind as to why, what and
how the volunteer can perform in the agency, and be c2rtain
you have not omitted any facts. Froin these basics, you can
proceed to the techniques of telling your story and selling him
on serving the agency.

CONCEKNED interviewers view the volunteer as a person,
not as an object. Nothing loses the volunteer’s interest more
quickly than sensing they are important only as a pair of
nands to handle u few boring and tedious tasks. During the
fnterview you should find the opportunity to explain the
monetary value of their contribution to the agency—how
many dollars they are saving in wagea that may he applied
fnstead to research, to service to clients, or to feed or clothe
the underprivileged. Make it known that their service {s
necessary and important, no matter how menial the job may
be—that someone has to do it to complete the whole job, and
without their basic help, the rest of the program could not
survive,

PLACEMENT

The decision of the placement ultimately is r. ide by the di-
rector of the volunteers. If he is the interviewer, he may be
steering the volunteer towards the right placeament during the
visit. The director should be aggressive in his decision and
help the volunteer sccept this decision.

® The decition may agree with the request of the volunteer
@ The decision may differ from the request of the volunteer
@ The decizsion may be to not use the volunteer

Usually the first decision is reached, with the volunteer
accepting the logical job for him and placement becomes a
reality. If the decision is different from what the volunteer
had initially desired, harmony may prevail if the director can
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offer the volunteer a different job in the agency, one more
suitable to his abilities. The volunteer should he placed in the
most meaningful job possible. Placing an outstanding person
with specialized skills in a menial task is unforgivable. If
your agency has no place to use his abilities, refer him to a
volunteer bureau or recommend another agency. However, it
may be that you are osverlooking a possibility within your own
organization to develop a voluntrer job for him. Just becautse
you have never used a volunteer writer before doesn't mean
your brochures, form letters and manuals couldn't stand to be
revised!

If the job requires extensive agency orleniation and on-the.
job trainirg, and you can see the volunteer is not the person
who has the persistency to stay with this, don't refer them to
that particular job. You will be wastinz the time of both the
vo'unteer and the agency.

If agencfes have policies of {rial periods for volunteers, be
sare to know this and interpret it to the volunteer. If he
knows this ahead of time, there will be no hard feelings if the
assiznment is terminated.

Make every attempt to place a volunteer s scon as possible.
Their enthusiasm cannot be maintained {forever and you are
tuzing many hours of well-motivated tirie if he is left cangling.
This also doex nct improve your prolic relations image. U
there are legic.mate delays before starting the job, be certain
to explain this to the volunteer.

If the decision is reached that the velunteer does not fit
into the agency, we must consider the elements of his rejec-
tion. The difficult aspects will be becav-e—

¢ afree gift of time and help has been offered
& this free gift is being rejected
® anxiety may develop within the volunteer, expressed by

¢ hostility and anger at the director and thereby the
agendy

® depression caused by feelings of inadequacy

¢ relief, after realizing thia was real'y not the place.
meat he derired

These difficultics may be overcome by—
& courtesy
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® being honest with him

emphasizing the strengths in the volunteer

¢ disrussing other ways the volunteer may help; i.e., if the
job required a speech therapist for which he dia not
qualify and a neighbor had this training, baby-sitting tor
the neighbor who can provide this therapy may be as
great & contribution to the program

¢ referring the volunteer to the central volunteer coordi-
nating service where another more suitable placement
may be found

¢ referring the volunteer to u social service agency for
assistance in adjustment

When placement has been completed, the volunteer should
be introduced to other staff with whom he wijll be workirg,
and errangements made for his orientation schedule.

TERMINATING THE INTERVIEW

Depen ling upon the attitude of the volunteer and the scope
of the job, interview time may range from 20 to 40 minutes.
longer than 40 minutes i3 usually a waste of tiute for both
individuals concerned.

Termination of the interview should be a joint decision be-
tween the interviewer and the spplicant and should Le con.
cluded when the interviewer feels he has sufficient informa-
tion avout the suitability of the applicant and the volunteer
is satisfied with the job description ard the placement of
service in the agency. The inlerviewer will again thank the
person for his offering of help, find his wrap2 and remind
him of the orientation date and %is time commitmeat. )one
well, the progrant has gainad an interested, useful, snd hnowl-
edgeable voluntecr, which it what everyvene wanta!

EVALIATING THE INTERVIEW
In the American National Red Crosz “Guidelines for Im-
proving Skills in Interviewing,” they say:

As a final evaluation of your interviewing skills, atk your-
elf—
¢ Did I listen or did I do most of the talking?
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¢ Did 1 let the volunteer tell his whole story or did I inter-
rupt?

@ WasIina hurry to take sver and spread my wares?

¢ Did I really listen or was I trying to tigure out my an-
swer?

o Did I let my own prejudices or biases affect nmy decisions
in this interview?

¢ Was I unduly influerced by an overall impression?

o Did I overgeneralize (if a person is timid in one situ-
atfon, ae will be in all situations) ?

¢ Did I unconsciously put my own value system jnto the
evaluation situation, assuming that only somecne like
myself can be successful?

¢ Did I overrate him because he talked a great deal or flu-
ently?

THE ART OF CONSULTING

How to Interview takes skill. How to consult also is a skill
you ghould be willing to develop. If you are & volunteer Inter-
viewer for an agency or a Volunteer Bureau, ¥ou may be un-
certain at times as to how to place a volunteer. It is no dis-
grace tn excuse yourself o consult with the director for jdeas
and suggestions or to offcr to find the answer and call him
later. Knowing when to consult is an art. The lack of con-
sulting Jeaves a vold In the interview.

Learning to interview takes time, but be patient, study and
learn. In‘erviewing and consultation ere both arts worth
learning and improving.

Kathleen Ormsby Larkin has written an excellent guide
“For Veclunteers Who Interview,” swhich may be secured f'rom
the Welfare Council of Metropolitan Chicago, 123 West ¥adi-
son Street, Chicago, Illinois 60602, She cutlines the basic
inzredienta for a volunteer interviewer to use in conducting a
parposeful inferview and adds that “there i3 one more ingredi.
ent, tha tesi, the individuat flavoring cach succesaful inter-
viewer acdds—his own personality 1"

To summarize, check the following steps—

1. Review information about applicant.

2. Be appreciative, frier.dly, prompt ani courteous,

3. Eatablish communication to learn about the volunteer.
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Complete registration card.

. Inform applicant of volunteer opp-: tunities.

Decide on placement.

Assign volunteer, or if at Volunteer Bureau, make ap-
pointments for him at agency of his cholce.

. For schoc! volunteer, make appointment for chest X-ray.
9. Conclude with appreciation and reminder of next stepa.

N, e

o

Increasingly, Court Probation Departments are employing
local volunteers to supplement and amplify the work of pald
staff. Since lack of staff time and money are most often the
reasons for beginning court volunteer programs in the first
place, it is unlikely that there is enough of these to do a time-
consuming job of screening volunteers. Yet this i{s a highly
desirable procedure, and most volunteer courts are concerned
about it.

The Probatica Service Institute of Boulder, Colorado offers
an inexpensive, rapid rough-screen of applicants for volunteer
service to the court, and for further information, you may
contact them at Post Office Box 1467, Boulder, Colorado
80302.

A check list from the U.S. Civil Service Commission on em-
ployment interviewing provides many thoughtful ideas, as
geen onh the next page.
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. He avoids leading questions.
19,
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20.
21,

STATE OF CONNECTICUT
PERSONNEL DEPARTMENT
TRAINING DIVISION

BASIC SUPERVISORY MANAGEMENT

HOW THE EXPERIENCED INTERVIEWER
CONDUCTS HIS INTERVIEWS

He has a plan.

. He has adequate job knowledge.
. He decides what job requirements he can or cannot deter-

mine by the interview.

. He has adequate background information about the appli-

cant.
e schedules interviews so that he has enough time.

. Heinsures that interviews are held in private,
. He puts the applicant at ease.
. He listens attentively and shows evidence of being intei-

eated.

. He adjusts the level of his language to the ability of the

applicant.
He keeps control of the interview.

. Heis aware of his own prejudices and tries to avold thelt

intluence on his judgments.

. He gives personal appearance its proper weight, but no

more. -

. He avoids any suggestion of discrimination.
. He does not show off what he knows, but talks only enough

to keep the interview c¢n the right track.

He doesn't let the interview becom.e nmiechanical and is on
the alert for unexpected infarmation.

He doean't make to¢ many notes during the interview.

He lets the applicant talk.

He develops job oriented questiona and uses them inform-
ally.

He avoids trick questicna.

He encourages questions about the work and working con-
ditiona.
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22. He asks questions that require thoughtful answers.

23. He knows when and how to close the interview.

24. He watcles for additional clues or information after the
close of the interview.

25. He records the facts during the interview and impressions
and judgments immediately after the interview.

26. He provides for a second interview where necessary and
practicable.

27. He is careful and knows how to tell a person he is not
suited for a position for which he is applying.

Adapted From: Employment Interviewing,
U. S. Civil Service Commission,
Washirgton 25, D.C.

GROUP PLACEMENT

A group cannot be interviewed. You can give information
about your necds to a group but you cannct obtain enough
information from themi to place them. It must be the group's
decizion as to what they wish to do after they have been in-
formed by the agency of orportunities to serve.

Ways to provide them information may be by—

® a representative of the group visiting the agency to in-
quire of their needs for volunteers

® a group tour of the facilitics to see where their services
may be used

¢ a visit to their meeting by & member of the spcakers’ bu.
reu to tell them the agency's story and needs

¢ sending them a printed list of group jobs, clubs and or-
ganizations can do

After the group has received adequate information about
the projecta, they must poll their membership and then all
members should abide by the majority’s decizion t{o support
the project. A forni may be provided by the agency or a Vol-
unteer Bureau to azsist them ‘n arriving at their decision. A
sample form {s at the end of tkis chapter. Each member
should complete the form and the rezults be tabulated to learn
the final resulta. If there is a division of their intereat and
the time they can give, the group may with to divide into
smaller zections and esch *ake a different volunteer assign.
ment. or individual placomenta
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An interviewer may go to a group to interview those indi-
viduals desiring a volunteer assignment, or appointments n:ay
be made for those persons tc come into the agency office.

Group placements in a volunteer bureau are more difficult
to handle and require much time to get situated. Some of the
problems are—

¢ clubs and organizations don’t give you enough time to
find a suitable job for them; they always need one to-
morrow!

e groups aren’t willing to tailor their plans to the needs of
the agency ; they may call with games and favors already
made and a hall hircd for a specific date to entertain
children, ages 8 to 5, which is a very backward approach
to finding someone to help

® clubs desire to combine their service project with a regu-
lar meeting, not realizing that agencies are conducting
buisiness and not all have club room facilities in which
food can be served, meelings conductcd and conversation
carried on that will not bother office workers

¢ groups sometimes are more intercsted in completing a
national quota for a certain number of volunteer houra
than actually performing needed services; they want to
get it over with all at one time, instead of spending time
planning and organizing the members to function in a
rotating service over 8 longer period of time

These problems are not true of all groups and historically
many have performed outstanding services for their commu-
nity, donating many dollars and hours of help to an agency.
Convincing an agency to adopt a certain cause as a philan-
thropic project over a long period of time has been the life-
blood of many organizations.

It is the task of a volunteer bureau to motivate agencies to
develop tome challenging and interesting jobs that groups can
do, in the agency setting, in the commanity, or at their nicet-
inge. Thousands of mailings received in your homes have been
stuffed, addressed, stamped, sealed, sorted, bundled and tied
by devoted club membera. The bureau may establish a sepa-
rate small committee to work only with group placementa,
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VOLUNTEER BUREAU INTERVIEWING

Interviewing conducted within an agency or by a volunteer
buyeau should be performed with the same basic techniques
and criteria. A pald coordinator of volunteers or volunteer
interviewers may be performing the interview in either set-
ting. However, there is a difference in the placement pro-
cedure to be considered. In an agency setting, the agency is the
host for the volunteer services, and the applicant may be ac-
cepted for placement at the time of the interview and arrange-
ments made at the same time for assignment and orientation.

When the volunteer bureau recruits the applicant, a screen-
ing interview is performed and the applicant is referred to an
agency for final interview and placement. So the volunteer
bureau usges all the same principles we have discussed previ-
ously, but has the added responsibility of matching the appli.
cants’ desires and abilities to a wide range of opportunities in
a multitude of settings. During the interview and through the
registration card you will learn of any special agency prefer-
ences, and by all means these should be honored. Contact
should be made with the agency to determine if they have an
opening and an appointment may be made for a visit to the
agency.

If their first chofce i3 not avallable or suitable, more facts
will have to be obtained and other agency's needs explored.
If none of these appeal to the applicant, you can place him on
the agency's waiting list and he can be notified when they
have an opening for him.

Many more considerations must be made when interviewing
an applicant who has a wide choice of volunteer opportunities.
To make the referral more meaningful and suitable, together
you should consider—

® job demand--there are just so many librarians or shop

mechanics needed ; many tutors are needed

o geography—if aimilar agencies have the same need, it
may be beller to place & lese mobile person in the cloger
agency

¢ transpoctation — someone from a iwce-car family can

travel much further to help others—and others may have
to serve an agency convenient to their bus line
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personality—the volunteer bureau may be better able to
match an applicant’s personalily to the personalily of a
volunteer coordinator in an agency, and this suitable
matching makes everyone’s job much moie pleasant

motivation—the reason for wanting to serve may facili-
tate a very logical placement; one woran who has re-
cently lost a parent may wish to go to a nursing home
and work with the elderly, but another woman may need
a complete change of setting

hobbies— -the registration card may list cake decorating
as a favorite hobby, and you’ve been looking for months
for a cake decorator to teach teenagers in a neighborhood
center

skills—the registration card may indicate the applicant
was born in Italy, and adult education has an Italian who
is in basic education classes and needs help in learning
English

finances—a reimbursable expense allowance for the vol-
unteer's lunch and transportation expenses may be nec-
essary if he is to go far or stay through the day.

A complete and timely card file must be maintained by the
volunteer bureau to inform the applicant of all the various
jobs, Cards, size 5 x 8” should contain the following basic
information, using both sides—

(Front)
AGENCY REQUEST FOR VYOLUNTEERS
Date ... .. ..
AREMY | o e e e e e e e
Addresy . e PhoORe
Superviser of Volunteers oo ...~ Title _..__ __
Volunteer dob . . L e e e
Days Needed . . Hours Nceded between ...
Teraporary e eemm e .. Permanent __ -:::—._:
Number of Volunterrs Needed _._ Age Minimum ___ Sex .. _
Parking Furnisted .. .. Uriform Required ._ ._ Other _ _ .
Special Qualificatiohs:
Orientation Required ... How lorg .. _ . Other — __ __
Lunch Furnished . ... ... _ Transpertation Provided . .. ..
I |
P 1
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(Back)

DATE

NAME OF ¥ " i e _DATE "
DATE OF VOLUNTEES | PHONENNTERVIEWER pryeys 28 Ll iy

It is adviaable to make duplicate cards and file them in two
Ways—

¢ alphabetlical by agency

v categorical by job classification, such as Arts and Crafts,
Clerical, Recreation, Transportation, Tutoring, Child
Care, Handicapped, Professional, Boards and Comait.
teea, Homemaking. Sports, ete,

The volunteer may wish to choose one, Vv or three intereat-
ing jobs and make visits to the agencies to lsarn more about
them. There thould be a mi:tual understanding that th: visit
is not a binding ecntract to volunteer in any agency. Appoint-
ments should be mace during the inlerview and appointment
caids given {o the voiinteer, which he takes with him and
Jeevea with the agency. The agency completes the card and
retu-ng it to you, indicating the outcome of the visit on the
bottom of the ca.d.

Maps of your city should be kept on hand to stow cor giva to
newcomers who do not knaw how to reach the agency for their
appointment.

A sample appoiniment card is shown oxn the following page.
12—
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APPOINTMENT CARD

NI o e e et e
Address ..o e, PHOR@ L

appointment with ... .

“interviewer
ABCHCY oo ettt

Address ..o
Volunteer job
Date.........coeeee .
AnSIENed e

Comments . ... [ - . -

Stamp

Here

Director

Volunteer Bureau
Street Address
City, State and Zip

{Back)

There i3 always an abundance of jobs from which the volun-
teer may choose, but not alwaya is there a need for just the
very job in the very agency that he wishes. If you cannot
interest him in another placement, you will have to tell him
that his name will be kept on file and he witi be called when
there is an opening.

A shee! should be completed on each applicant, indicating
the date of the interview, the referrala made and the dute of
return of placement card from agency. It is recommended
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that fellow-up calls be made o the voluntecr at specific ir.ter-
valg, such as—

® ‘within two weeks if placement has not been made

® in one or two months to see if placement is satisfactory

® in six months and one year, checking if volunteer is still
serving or wishes another placement

If possible, the original interviewer should make trese follow-
up calls, as continuity and his resource of information is im-
portant to maintain communication. On this same sheet should
be allocated space for the interviewer to summarize a few
notes about the applicant, which will be reminders later of
details he or some other interviewer needs whern making a
follow-up. A code may be developed rating the applicant by—

® 1 Superior
® 2 Satisfactory
¢ 3 Unacceptable

These sheets may be kept in a loose leaf notebook for each
interviewer, in alphabetical order, so if the director needs to
know something albout & volunteer, the information is readily
available. Another advantage to each interviewer haviag an
individual rotebook is that the notebooks may be taken home
{o do evening and weekend follow-up. Many students and em-
ployees are nct accessible during the weekday houra.

Registiation cards may be filed in three ways—
8 pending file, of those applicants awaiting assignment
o active file, of those applicants placed on a job

® jractive file, of persons who changed their mind about
volunteering, or who are no longer performing the job

The recruitment coinmittee should periodically review the
inactive file, o see if names could be recontarted for other
joba. Seascnal jeb openings should be offered to the persons
who held them the year before.

The Voulunteer Lureau holds the community’s interests and
has the responsibility for wise and impartial interviews and
placement among all of its member organizations. The impres-
sions it impaits to the public through the public relations
aspect of interviews can widen the horizons of “eluntarizm by
and for all.

---124—
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VOLUNTEER'S JOB DESCRIPTION

TYPE OF WORK:
PURPOSE OF THE JOB/AND OBJECTIVE:

PLACE OF WORK:
ADDRESS:
AREA WITHIN BUILDING:

DUTIES AND/OR RESPONSIBILITIES:

DURATION OF JOB:
{Minimum)

HOURS NEEDED:

VOLUNTEER QUALFICATIONS: (Education, Training,
Experience, Age, Health,
Talent, Mobility, Dreas,
etc.,,—all when applica-
ble)

ORIENTATION AnT TRAINING REQUIRED:
RELATIONSHIP TO CTHERS:
AUTHORITY (or limits of authority)

OTHER:

—}25—




YOLUNTEER REGISTRATION FORM

REGISTRATION FORM

last first spouse’s first name

ADDRESS.. o e AP ... Phome ... ..

Age . ... Manul Stakus S....o MW
No. of children - Ages - R

Occupation ... e e Emp\oyu
Address... ceen. Phone ...
Educalion C:rcle last yv r completed Grade 5-6-7-8-9-10 11-12
Major Subjects _. . Coll'*g‘e 1.2.8-4.Graduate
Special Training ,,,,,, e

Activmes, Organlzahons

(Front)

Special Skills, Hobbles . .. .. . L e
Languages. .. Car.Yes .. .%o .. Liability Ins. Yes N
Volunteer Work Desired:
Youth . oono ... Handicapisd ... Inoffice .. .. ... ...
Children _._....... Indoors .. ...cooee In £ %Mty o0 L
Elderly ......... Outside .. ........ . Inyrhome... ...
Time avallable:
Mon., ... Tues....... Wed.. . .. Thours._ ... Frl. ...
Sat. ... Sun....... Mornings. . . Aft.. ... Evenings. . ..
Heard about voluntrer Job from . .. . .. . ol

Date . oo Interviewer. . . .. o .

(Back)

—126—




ERIC

Aruitoxt provided by Eic:
s

SCHOOL VOLUNTEER PROGRAM

REGISTRATION ADDRESS DATE . ..

M PHONE IVTERVIEWER
r.

Mrs.

Miss

last name first name name of spouse
Address ... ... e e Zip .......... . Phone i
Source of Referul " e e .
Person to be noufied in eme: gency e e °hone
Age . __. . Physical limitations. ... . ... ... . ... ..
Children:  Name Age School G-ade

Your Educatio

Circle Highest Grade 6-7-8-9.10-11.12 College 1-2-3-4 Graduate

WORK EXPERIENCE

Employer Addrexs Years Position

VOLUNTELR FEXPERIENCE

Organijzation Address Dates Kind of Service
Chack subject area in which you are interested:
.. Arithmetie . .. Perceptusl Skills ... Tutor
..... Reading . Forelgn Language ... . Clerical
...... Sclence ... Junior Great Books . Poetry
.. .. - Musle - Program for Handicapped Courselor
. Art .. Pre-school . Story Telling

... Drama .
.. Litrary

Social Work
.. Health

Chcc\t days and houu ¥yOu can serve!

" MON TUE

" WED | THURS |

. In Volvnteer Office
. Other

_FRI ]

AM P'ET AM PM T AM PM |_AM PM | AM PM |
T ]
Date of 1ast TB teat.

Grade level in which you are Interested
K1234567891011 12 drop out

Special Skills or experiences for resource \-oluntcer --- tiips, hobbles,
VRCELIONB o . L e et e enne et et <raeceeeemneie s

Do you wnsh to have an org:niza\inn cmdited lor your aer\'lce'l

nnme
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QUESTIONNAIRE FOR GRCUPS
REQUESTING VOLUNTEER PROJECT

WILL MEMBERS GO TO AN AGENCY?

Yes .. .. Individually. ... . .
No. ... Asg g Group .. _ .

WHAT IS THE AREA OF INTEREST?
Work With Aged... .. Work With Children ...
Work With Handicapped ... Work With Mentally IlL. ... ..
Other ...

WHAT AMOUNT OF TiME CAN THEY GIVE?

Evenings . . .. .. ° Weekly ...
Week Days ... Bi-monthly. ...
Weekends ... Monthly. ...

WHAT AMOUNT OF MONEY OR MATERIALS CAN
YOU CONTRIBUTE?

Supplies For Gift Prograry. .. ... Trarsportation .. .
Refreshments . .. Decorations .. ...
Bducationel Materials .. ... Othee. ...

WHAT ARE LIMITATIONS? ARE THEZRE PLACES,
AREAS IN CITY OR AGENCIES TO WHICH
MEMBERS WILL NCT GO?

CAN MEMBERS DO TYPING IN THEIR HOME OR
OFFICE?

CAN MATERIALS BE PICKED UP & DELIVERED BACK
TO AGENCY?

CAN YOU TAKE ON RESPONSIBILITY OF

COORDINATING A VOLUNTEER SERVICE?
(Front)
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NAME OF ORGANIZATION ..o eces

CONTACT CHAIRMAN ..

INQUIRY DATE ........ . INTERVIEW DATE.. ... ...

INTERVIEWER OR SPEAKER ...

(Back)
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CHAPTER Vil

ORIENTATION OF VOLUNTEERS

There are no arbitrary rules you can establish regarding
orientation of wvolunteers becavse of the great variety of
agencies using volunteers in a multitude of ways. The volun-
teer planning a budget and the volunteer ringing a doorbeli
for funds to support that budget need different orientation
from the volunteer who will be spending those funds providing
therapy for the patients. There are certain guide posts which
all orranizations may offer. Basic though they may he, every-
one needs to be reminded of the following fundamentals as
presented by the Des Moines Volunteer Bureau to all whom
they interview—

o ATTITUDE—Volunteers must take to their job an atti-
tude of open-mindedness. You must be willing to be
{rained and welcome supervision. Accept the rules and
don’t criticize what you don’t understand, for there may
be & good reason.

¢ DEPENDABILITY~-The dependability of a volunteer iz
essential if e is to be of real service to the agency. If
vou cannot be at the agency at an appoinfed time, it is
the volunteer's responsibility to notify the proper person.

o COMMUNICATION—ASs a volunieer you not only serve
the needs of an agency in an important wav, but you also
provide a vital link between the agency and the commu-
nity as a friend—as & supporter and as an interpreter.

¢ RESPONSIBIIATY-—As a volunteer you are assuming
certain responsibilities similar to that of a professional.
You have agreed to serve without pay but with the same
high standard as staff works. All confidential matters
niust be kept confidential.

These principles or code are no different from onea they
should estabiish within their family relationship, their church
and social assnciation, and among their neighbors and friends.

Orientation differs from training in that it is the proceas of
giving an intelligent underslanding of the environment and

--132—
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all compenents of the organization to which the volunteer has
avreed to serve. The goal of orientation should be to develep
productive volunteers whe can work with other people in a
cooperative, cansiderate and responsible way.

The components of orientation are simple and even obvious,
but study indicates that everyone doesn’t know the obvious,
We too often take for granted that those things which we
know so thoroughly are well krnown facts to all. But if we
will remember our confusion when we first came to the organ-
ization, it \vill remind us that others need to learn what we
already know.

Basic irclusions in the volunteor's orientation should be—

® g history of the agency

e the purpose and objectives of the organization and its
role in the community

¢ the administrative structure, relating governirg body to
staff, to the public, to clients and to volunteers

¢ fund raising policies and funding precedures

e personnel policies relating to procedures and regulations
that will pertain to tse volunteers, such as insurance,
safety, parking, coffee breaks, lunchroom facilities and
office equipment they may be using

¢ rules and rezulatiuns pertaining to the volunteers and an
interpretation of their duties, rights and role

Albert Einstein once remarked thut the uniqueness of tha
individual was one of the few things he felt sure of. Not only
is every man somewhat uulike every other, but he changes
with time; he i3 nol really the same man todav that ke was
last year. It follows that we cannot run a successful orienta-
tion by means of canned, assembly line methods. The orienta-
tion may be varied to suit both the individuals and the role
they are to play. A short tour of the facilitizs, an exploration
of tae volunteer manual and a discussinn of the regulations
may be handled in different manners. Films, role playine and
pamphlets all are lools and techniques.

Too much information cannot be absorbed in one sessic s,
After the volunleer has become accustomed to some of “he
routines, the orientation may be reviewed and cextended.
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The vclunteer's first interest is mainly in what kind of a
job he will e dcing and what the benefils of his help and
time will be. Self-development of interest -will result when
he understands Low and why he is furthering your work and
benefiting scmecne else,

Other personnei should be asked to assist with the orienta-
tion. Thea execative, the board president, staff working vith
patients, other volunteerc, und the clients who are receiving
the voluntaer’s service all may perform an excellent job of
srienting the new volunteer {¢ all levels of agency program.
Simple lessons of channels of authority will be evident if a
panel of staff, volunteer and client each define their role.
Liscretion and loyalty can be built into their presentations,
usually without any prompting.

The orientation should be short and provide a warm &nd
weleoine reception to the voluntcer giving him & sense of be-
longing. Provide some incentive to make him eager to return
to his first easignment.

In working with the disadvantaged, a aspecial orientation
may be recommended to help them communicate in an area
in which they are unfamiliar. A human relationg rrecinlist
should ke asked to diseuss the behavior of the disadvanteged
ard why they behave as they do. They should be taughi tu
communicate on 2 one to one relationship and to deal with
others as individusls; and not categorize them as a class of
people. There are ways of shedding paternatistic and demi-
neering attitudes and learning ways to let the people help
themselves. A successful orientation inay iteach volunteers to
approach the task with an open mind, to be sensiiive and to
sense frustrations. Volunteers shoui! be told not to panie
and he shocked when they first encounter hale and resent-
ment; and they should be made to ra-'ze {hat clothes and
automobiles reflect the establishment &.-7 *hey should associ-
nie with and learn to understand their neighbors acrcas tcwn,
It the volunteer is not ready for this experience, it is better
to share his time elsewhere.

188
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JOB INDUCTION

The next step in the volunteer’s orientation is to familiarize
him with the job he has come to do. This may be accomplished
by~

® introduction to staff member for his specific assignment

¢ introduction to other volunteers in the area or depart-
ment

¢ informing him about his duties and how they will be done

® showing him where to put vsraps and personal belong-
ings, whare cupplies and coffee, lunch and rest rooms are

¢ defining persone from whom he may receive guidauce,
supervision and consultation

e providing uniform or insignia if they sre requiremcnts
for the job s

A thorough indoctrination in all these areas will give the vol-
unteer confidence that he understards the functions and dutles
of his assignment.

iN-SERYICE TRAINING

Day to day, on-the-job training is continuous in-service
training. It should be a constant strengthening process
throughout his zervice experience, enabling the voluntecr to
grow and becorae more independent. As he grows in his ex-
perience, he may assist you with the suporvision and In-service
tralning of other vrlunteers, new to thc job. He should be
exposed to every purt of the program.

The job deseription again has & role 18 we employ it in the
on-the.job training. A4 he works on the job, you can observe
how readily he is understanding the duties as outlined In the
job description. He may have learned all the skili training
quickly, but still needs more help in attitudes that you will
wish him to absorb. His background, past experience, motl-
vations and attitudes will all influerice the amount of in-serv-
ice training he will need,

Many organizations have nationally stundardized orienta-
tion courses for their volunteers, but these need to be taflored
to the 1ncal situation and facllities, Every camp will not have
the same kind of trees and wild flowers along thelr nature
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trails, and in-service training will be necessary to adapt to a
camp in Arizona which will differ from a camp in Maine.
First Aid in the water kas different applications than First
Aid needed while mountain climbing,

Within an agency, if a volupteer i3 premoted or changes
assignments, he will need in-service training for his new
duiies. The basic orietation as to policies, history, etc. still
apply, but patients’ needs are different in the hospital burn
werd than in the children's play roum of a hospital. Supplies
will be kept in different places and the patients will not have
the appeal of children so volunteers will have to be carefully
chosen who will not be repulsed by the patients' critical con-
ditions.

When an agency changes its policies, the hoard of directors
who vote for the change and the taff members who assist in
preparing the change are aware of theny, and directives of the
change should e sent out to all staff levels and all volunteers.
Many changes could directly affect the working conditions of
the volunteer. .

In addition to a supervisor providing training, “how to"
manuals of different steps may be written and given to the
volunteer to read and follow step by step in the process v. ¢l
ke has teen adequately trained. The written word msay be
more supportive than personal training, and a volunteer will
feel more corafortable with an outline of esseniial information
which he may consul: than having to interrupt staff time.
These trajning 1ools provide & convenient ¢ atch for the vol-
unteer in his learning pericd. They &lso are check lists fcr
him to use for his jcb and for teaching new volunteers the
same work.

EXTENT AND TIMING OF TRAINING

“Whether orientation or training should be given firat {s
about as indecisive as the chicken and the egg bit. If general
orientation is not scheduled for another six weeks, and a quali-
fied volunteer is ready to help, it may be more advanlageous
to put him to work and teach him the necessary skills based
upon his abilily. When he enrolls in the orieniution class, it
will be more meaningful to him and he will be able to msk
nore questions and understand the reason for policies and
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organizetional structure, Rut caution should be taken that he
is not overlooked or allowed to skip the orientation.

The extent of orieniation may be structured too rigidly or
for too long a period. Ofien it may be arranged so that basic
orientation may be changed to on-the-job trair’ag. This way
the volunteer can be performing service at the rame time he
is learning and he will understand it better if he is actually
working in the field.

COMBINED TRAIMING

A new role of the Volunteer Rureau may be to provide train-
ing programs for several agencies at once. Workshops on
problems common to one and all may be held for Volunteer
Coordinators in the areas of public relations, speakers’ bu-
reaus, record Iieeping, evaluation techniques, ete. Forums of
agency supervisors or volunteer coordinators have been
formed in many cities, where coordinators establish their
own crganization, similar to an associativn of dental nssis’ants
or accouniants. Tley select their own chairman and Plan
their prograras to benefit ali concerned The Volunteer Bu-
reau may be the convener of this group, providing technical
assistance, service of meeting notices, printing minutes and
arranging for meeting space.

Demonstrations on arts ard crafts for all the sur.gmer ree-
reation programs ¢r tutoring techriques for 4} tutoring pro-
grams may be provided by the Volunteer Bureau it all agen
cies wio have siwnilar pregrams. This duplication of gersice
in el the agencies in town consumez countless hours of staff
time tart could be eliminated.

WORKING WITH THE YOUNG

There is a difference in providing orientation for adults
and fur youth. Adults have mo=e experience in their back-
ground to apply to their treiring, where young people learn
more from routite. These young people should be viev.ed 23
peraons rather than as probiems and you need fait: in their
potentialities. Youth want to trust, but they can sense a
phony faster than adults,
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A volunteer job may be the first :ime a young pevscu has
been given the opportunity to assume responsibilily and he
will welconme it. It takes extra patience and energy {c cope
with their enthugiasm, but when rou can channed it in the
right direction, you really have something going for you.

As with adults, it is important to pian with a group of icen-
agers, and net for them. Their experiences in schoo! and their
yauth groups may previde some new cimensions to the pro-
gram.

Voluntecring may be a career molivation for youth. Many
young women and men have gone info a medically related ficld
after working in a hospital setting as a volunteer and the
shortage of therapists may be overcome if more young people
work with the handicapped, both young and cld.

Junior o youth boards are being organized as 2 supplement
to many agency boards. The Red Cross has been a leader in
the field of recrniting and ovganizing youth to perform mar-
velously well. Sexrving on youth lLeards gives them excellent
training for their future reie in the community and often they
put their elders 10 shame «i the amount of service they can
perform.

When working wi.h children, volunieers should (ell them
that they are worth something and that they are doing well.
We need to find & yuiet way to let each younygster know we
like hiin and that he is important. Lack of this knowledge of
his own worth limits this intellectual development and can
cause excess hostility or over suthmissiveness.

THE TRAINING CHALLENGE

The idea) training function will have as its goal a plan to
continually develop the skills, knowledge and attitudes of vol-
unteers {v perform their assigned tarks of serving othera. You
are {raining the whole man and not just a pair of hands.
There must be pathos and undersfanding fo make a good vol-
unteer. Learning is a phenomernion that takes place within the
individual and as a result of his efforls. Agencles must pro-
vide the means for learning to take place, every day and jn
every wWay.

~188--
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The cha)'enge is to instill into volunteers an attitude that
they have te believe that it really makes a difference whether
the;” do well vr badly. They have to care. They have to Lelieve
that their efforts as individuels will mean something for the
whol organiz tion and will be recognized by Jhe whele or-
ganization.

Movre Americens iieed the 3 L’s in their hearts—

¢ Dedicatic.

o Diliyrence

® Discivline—wiich wili give depth in the shallow areas

of their lives.

SCHOZL YOLUNTEER ORIENTATION

Specialized orientatior and in-service trairing will be need-
cd thet is apphealble to feaching volunieers how fo work in
pubjic and private schocls. Group thevapy sessions amo:.g
volunteers will create new enthusiasm and ideas for them to
use in ihe classrooms. They nced {o shaxe ideas and problems,

Professionals from the school sysiem including principals,
teachers, social worl.er., nursea, librariang, therapists, reading
specialists- —all can be called upon to give special in-service
programs for volunleers that will help them in their school
assignmenta.

Recommended fopice, which are self-explanalory, for volun-
teers’ training sessions may be—

Helping Children Read

Helping Children with Rewding and Spcech Problems
Learning Problems-—Their Sources

Helpinz Children Learn

Management, Discipline and Guidance
Audio-Visual Aides

The Att of Story Telling and Book Reviewing
Service as a Library Alde

Clericaf Assistants

Assisting in the Classroom

Poetry Reading

Tutor Orientation

Objectives of the Language Arts Program
Bazic Principles of the Mathematics Program
Effective Presentation in the Classroom
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Dr. Eva Schindler-Rainman, Professional Consultant in
Community Services and Consultant to the Los Angeles City
Schonl Volunteer Program, gives this advice about the volun-
teer and the teacher working successfuliy together—

“The only way hutnan beings can work together is for them
to have the opportunity to plan together. I am categcrically
against training programs; that is, training people in boxes.
So, you can't really train volunteers to work with teachers un-
Jess you train teachers and volunteers together. 1 think we
found that in Head Start, and I can ennunierate any number
of programs where people were originally trained separately
and were told: ‘Now go out and work with teachers, nurses,
coonmunity workers—whatever!” That doesn’t work. There
has to be, in the orientation and in the plauning, a time set
aside for teachers and volunteers to come to some agreement
about how they are going to work together—which means,
they get to know each other as human beings which means
that the teacher wiil have time, and can say, ‘Look, these are
some of the kinds of things I would like to have you do, These
are my tender areas—'. So that the volunteer ¢an alsn express
work prefcrence and they understand each other’s likes.”
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CHILDREN LEARN WHAT THEY LIVQK

IF 4 child lives with criticism,
HE learns to condemn.
IF a child lives with hostility,
HE lesrns to fight. -
IF a child lives with ridicule,
HE learns to be shy.
IF a child lives with shame,
HE learns to feel guilty.
IF a child lives with tolerance,
HE learns to be patient.
IF a child lives with encouragement,
HE learns confidence.
1K a child lives with praise,
HE learns to appreciate.
IF a child lives with fairness,
HE learns justice.
IF a child lives with sc.urity,
HE learns to have faith.
1F a child lives with approval,
HE learns to like himself.
IF a child lives with acceptance and friendship,
HE learns to find love in the world,

Dorothy Law Nolte
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CHAPTER VIII
RETENTION OF VOLUNTEERS

SUPERVISION

It is not uncommon among supervisors in volunteer pto-
grams to view the results of their cervice in terms of charts,
statistical reports and the counting of heads, without 21 ade-
quate search of the real changes and improvements that occur
in the volunteers and the clients. Capable supervisors instead
will achieve the effective operation by increasing the knowl-
edge, adding to skills, challenging performance and influens-
ing (he atttudes of volunteers. The relationship between the
supervisor and tl.e volunteer will influence the climate of the
agency or institution and determine the motivation force to
perform an outstanding job.

The point o greate.t return s the relationship that exists
between the volunteer cvordinator or supervisor and the vol-
unieers. In many instances, the coordinator and the super-
visor will be one and the same, but in all cases, the ceordinator
is the personnel officer for volunteers. In smaller organiza-
tions or one-man staff operations, budgets make this condition
necessary. In a Big-Brother program in an average sjze city,
usually one social worker will be the totsl siaff, plus some
clerical help. He undoubtedly will have help in recruitment
und promotion from the board of directors, but it i3 his social
work skills that must be utilized in inteiviewing ihe boy's
mother, the boy, the rotential big brother and the resulting
matching. Because of his profeaiional know-how, he will be
the person who will orient, provide in-service training and
counsel the boys and their mothers, as well as the volunteers.
In this situation, the director is the volunteer coordinator, the
supervisor, the motivator and tha one who provides on-going
appralsals,

In a larger program such as YMCA or Boy’s Club, many
departments are involved with providing programs for boys
of all ages in all kinds ¢f activities. The program director
may be the volunteer coordinator or have another person per-
form this duty. All departments within the organization for
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swimming, table games, out-door sports, tutoring, boys’ glee
clubz, camping, ete.,, will have different staff persons in
sharge. These staff persons will be responsible to the program
director, but also will have the responsibility of placing the
volunteer on the job, giving himn training and supervising daily
activities. Attention nust be given to make this supervisory
relationship constructive and productive at all levels of supetr-
vision,

The tendency to put people into square boxes and wrap
them all up with the samme deccrations and ribbon must be
avoided. Not one of the persons uifering his velunteer services
to you will be just like the next person or the one before and
your supervision will have tc be adjusted sccording’y. A per-
sonal relationship must develop and be maintained to provide
good supervision and ‘o have it received and accepted. Work
should be not merely interesting but challenging, not merely
prestigious but sigaificant, not merely fun but adventuresome.

Because an agency has less control over volunteers than
over paid staff, it inust find ways to make supervision palata-
te. The voluntrer may not e the need for supervision. He
has been running his own life at home and on the job in a
selt-satisfactory manner,-and he will be willing to take over
ard run your piace too, without any help, thank you! Or on
the other hand, he may bave receiv>d so much supervision cn
his job or at homie that he will rebel to an authoritariar situa-
tior on his joh that Fe is performing fiee. You must make the
job interesting ¢ncugh that ke will like it, derive satisfaction
and not realize that you are skillfully surervising his perform-
ance. The satisfaction the volunteer receives is his ‘“pay
chack” and it is your duty to provide that satisfaction. ‘“One
goed deed, dying tongueless slaughters a thousand waiting
upon that. Our praises are ou. wages.'—Shakespeare

We supcrvise so that volunteers will perform and complete
their assigned tacks with greater skills and accuracy, main-
taining their enthusiasm and motivation. Certain jobs require
much more supervigion than others. Working with an emo-
tionally disturbed child involves much greater supervision
than tutoring a slow reader. The staff person must remain
much cloger in touch for consultative purposes in the first sit-
uation. Helping a man beceme a big brother to a fatherless
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boy requires different skilla and abilities than teachire a
group of boys how to play softball.

Greater skills, patience and coordination ara needed to
supervise volunteers whom you nizy see every other Thur: 'ay
afternoon for two hours than to supervise an employee who
is i1: the office five days a week, eight hours a day. You nuay
have to start all over again the first few times until tie volun-
teer has been on the job long enough to master the schedule
aud duties. This is when a written guidebook or outline is
valuable, for volunteers to consult for each step of the cpera-
tion, and r:ot become so discouraged when they have forgotten
a procedure from one time to the next. Supervision should
keep pace with the volunteers program and vou should not
expect “too much 100 soon.”

Again we musl talk abeut the job deseription. You can only
supervise the volunteer in relation to what your and his under-
standing have been of the duties ouilined in the job descrip-
tion. Many agencies ask the volunteer to sign the job descrip-
tion as he would a cortract, indicating that he has understood
all that is expected of him, his time and his abililies.

Volunteers must feel welcome {3 communicate with you, to
express their opinions and make suggestions. Their sugges-
tions may be excellent ones. The volunteer (oordinator's door
should always be open ‘o them. They may report ear.y just to
have a cup of coffee and visit with you. “f they are requested
o do a job, rather than commanded 1o do something, they will
respond much better to your supervision and the job will be
done. It isn't what you give o a volunteer that is important,
but what you draw out from him.

Few people reclly know how {o listen to others who are
worried or troubled. Veolunteers will have problems in their
associations with cther volunieers and with patients or clients
wliom they are helping. Talking clears the &ir and vou should
liste) to those who need to talk. “‘Be sure your brain is operat-
ing before you put your jaw in gear.” You need to be trained
in the skill of listening, understanding and eliciting coopera-
tion.

Supervision can be performed in two authoritative ways.
One depends upon power alone and the prestige that comes
with being in & management capacity, The other comes from
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respect, which must be prove.s and earned. Methods of 1sader-
ship will determine the amount of respect the volunteers will
give to their coordinator or director.

An effcetive supervisor leads, not drives. A boss drives—a
leader helps. He ancourages the volunteer to identify himself
with the organization to work for its success.

You can build & sense of securily in the volunteer in your
organization if you—

¢ radirte confidence

be honeat and sincere

be fair, impartial and generous

show sympathetic understanding

explain carefully what the volunteer's job is
tell the volunteer not only “ohat but alco why

Build his ability and show your confidence in: that ability.

The supervisor's proper function is to provide infermation,
materials, and organization nezessary for the job and then
stay out of the way. Observe fir.m afar and be available, but
don't hover. To svmmarize, effective methods of building
morale are to—

¢ Demonstrate beyond question yeur willingnese to help the
volunteer

¢ Treat volunteer like & human being

Dignify vposition of volunteer; recognize that he is im-

periant

Avoid partiality—don't “play favorites”

Avoid anuverbeering attitude

Ee honest—doa’t I 1f*—you can't get away with it for

lnng;

o jt fan't what we aay but what we do th-t counts

Keep your promiges; show a reason for it if you can't

Give credit and recognition (again impartially)

Suggest, but don’t criticize

Don’t condemn inactivity ; suggest a program for activity

When you need to offer criticism, do it privately; make

criticiam gincere and construclive; when you are wrong,

admit it feeely

¢ Always be gvailable to volunteer and staff—-"open doar
policy”

[\ BN J
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Say lt‘ve’il not "Ill

Welcome suggeations; ask for advice and opinicns

Ask—don't tell

Make thein feel it is their organization

Keep up the good cheer

Don’t act as though you think you are god; if vou have

ability and are ““good,” be humble about it—they will

find out

® Be sure the office staff is HUMBLY glad to work with
volunteers and that it shows in thei¢ behavior

® Always stand back of the volunteer and his work

® Don’t kill with kindress; it can be carried to such ex-
tremes that it c:ases to b> appraciated

® Get the whole story when there are problems—lon't
jump to conclusions

® Don't use words when deeds are called for

® Don’t show annoyance or a martyred air of extreme pa-.

tience

I'rom The Role of the Volunteer in the 1960's prepared by
the Boston Volunteer Burean, it {s pointed out that super-
visors should watch for the following negative effects of direct
service from voluntcers—

® the volunteer may not recognize situations which should

be referr~d tc professional staff

® the volunteer may try to help too much, keeping the client

from growth

® the client may expect simi'ar aitention in sul'sequent re-

lationshLips with the agency

® volunteers may react to “testing out’” devices of client in

negative way, reinforcing clients view of the world
This same publication also provides us with this statement on
supervision—
Supervision is

© o0 00 0

selecting . . . peopie... tactfully . . . in order to
interesting fairly cause them
teaching [ \tiently to do their
correcting aaizned tasks
commending skillfully
rewarding accurately
harmenizing intelligently
enthusiasticaily
completely
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In the Case Work field stuipervision requires knowledge and
skill at a professiona) level. Volunteers' assignmuents supple-
ment contact of the casewocker responsible for the case. It is
important that there is a ¢lear understanding of the role of
each. The volunteer may do research, public relations, fact
finding, transportation, friendly visiting and cther case-aide
joba. Thorough briefing and supervision are essential before
and after the service performance. In group work activities,
the volunteer must adhere to the definite siandards of the
program and carefully follow the methods of supervision of
their work by the professional workers. Trained personnel
always need to give direct supervision to all therapy and
specialty aides.

Volunteers want their supervisors to—

@ keep in closer touch with them

® provide better working conditions

# give them better training and surervision
® build up their morale

® treat them fairly and fmpartially

Developing leadership means practicing leadership. Good
leadership doesn’t just happen. What is leadership? It is the
aum total of—

# personal example

® vocational competence

o effectiveness in human relations

e guidance in solving personal and emotional problems
® and MOTIVATION—making men want to enough

Those who follow this kind of leadership achieve more than
would be the case in the absence of leadership.

Exhibits at the end of this chapter provide a list of ways to
eatablish positive relationships with people and The American
National Red Cross statement of A Bill of Rights for Volun-
teers ... And A Code of Respensibility.

Enthusiasm can be rekindled in volunteers. Water at 211
degrees {s only hot water, but water at 212 degrees i3 steam,
which can generate unlimited powar and drive, People work
for the feeling of accomplishment they get from a job well
done—both the leader and those whom he leads,
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PARTICIPATION AND ADVAN.EMENT

Promotion of a volunieer within an ageucy relates to the
nierit plan of business aad government. But the merit rating
is of litile practical benefit if the results are buried in the
agency’s records and volunteers are left to guess how they
are measuring up. They must be told how they are doing and
how they can do belier. I{ is evident in most agencies that
those volunteers wha excel in their work will be the ones who
are given more responsibility, who are asked to serve on com-
mittees and boards and who achieve promotions within the
depactments and organization. It is hoped that not oaly the
extrovert will be the ones to receive these advancements.
Often the unaffected, thorough, soft-syoken volunteer is the
one who is really participating the most and who is providing
more benefit to the cients. Their ideas and methods should be
incorporated into the program and through this participatory
exercise, their merits will be recognized.

The agency should ask itself some questions abou! the op-
portunities it is offering for volunteers’ advancement. Does
your organization offer the vilunteer enough responsibility to
grow on the job? Are they experiencing salisfaction with
their participation in the job? If the voluntcer has taken his
job assignment and said—this is my cup of tea—you have an
outstanding volunteer who will participate in every way and
move to the top quickly. If the job he is currently doing is not
stimulating and he is capable of doing much more, advance
him as quickly as possible, before you lcse him. If the volun-
feer has gone to the highest pasition in your organization, let
them move on if they have done everything. They will be
happler in another azincy and can give them the benefit of
their experi¢nces and ability. Don't be concerned if they move
on after they have reached the top—it ia a tribute to ycu and
your agency.

Allowing people to participate in managing their own work
has been proven to eliminate inonotony from {edious, rovtine
jobs. fhe responsibility for production inherently is the prov-
jie of the volunteers, not the supervisors. A voluntzer who
counts tor romething on his job, who is consulted rather than
directed, is likely to become “ego involved” in his work. This
positive approach is important. Procedure or a =et of prac-
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tices emphasizing motions and ignoring the spi1it makes par.
ticipation a fairly impotent ritual.

RECOGNITION

Appreciation is a sensitive awareness, according to Mr.
Webster, an expression of admiration, approval or gratitude.
Ego or self recognition is important to the volunteer. It is a
& nse of security or belonging—that soncone cares. Ask your-
self—

® why do people like to be praised in public?

¢ why do people like fo have us teke an interest in their
children?

¢ why dc people like to have us ask their opinions?

1o recognition is the answer.

You should make recognition a habit and Le generous in
giving it, privately as well as publicly. Give recognilion to
the werk done—neot just to the man. 1t should not be a *‘one-
time" thing. An annual award program is important to any
volunteer program, but the day-to-day recognition by a smile
or thank you from the siaff is a must. If ali the staff wel-
comes the volunteck wilh a pleasant word, a smile or wave of
the hand across the room, and a similar thauk you at the end
of the joh, the volunteer has a sense of gratification which is
his fee for his free services. This same gralification will be
given to the volunteers from clients and patients, but many
patients do not have the disposition to express their thanks
and the staff should make up for this 1ack.

On-the-job praise is another way to give encouragement to
the volunteers. In Community Groups avd You by Henry and
Elizabeth Swift it rays, “Volunteer workera in particular need
the assurance and support from the whole organization , . .
Even when everything seems to be running smoothly, there
nay be some members whose patiesce is tried and whose intar-
est is lagging. They need an occasional pat on the back and an
assurance of the club's appreciation for tha quiet, consclen-
tious jobe they are doing. Recognition and praise will slso
help tu counteract feelings of insecurity and fear of fajlure
among rew members and workers. [he modest viclet who
does nothing in the community except lo give cut orange
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juice at the Bloodmobile may still like to see her name in the
paper, and the hard-working but rarely seen accountant who
volunteered to keep the books will continue to do so—and en-
joy it-—if he gets a few kind words at the Annual Meeting.”

There is a public relations technique of recognition. When
implemented with honesty and imagination, it can reach many
persons with one promotion., ‘National Newspaper Boys
Week,” “Teacher Reccgnition Day” or “Mational Secretaries
Week” honor and praise many dedicated persons a‘ one time.
This gives an added opportunity to thaak someone who is
helping you above and beynnd theit regular duties for which
they have been employed. The sanie application may be made
to all the hospital volunteers in the city or all tutors in all the
agencies in town. A ne\v:s article telling their story and the
tremendous service they give individually and collectively to
better the community is a recognition for them all.

Volunteers who serve as members of an organization need
some recognition to initiate their interest and keep their inter-
est. When they have accepted a nomination and been elected,
they need to be welconied, which is a form of recognition. A
Jetter of greeting from the president or an article about them
in the newsletter which may tell something about their back-
ground and personal interests will be well reccived.

A promotion within the organization should be recognized
in public and in priat whether it is in a newsletter or the
1 1blic media.

Ways ol giving recognition l:ave been suggected by—

j ¢ personsl praise of the volunteer on the job
¢ letters and posteards of thanks

i ¢ asking the advice of the volunteer—especially effective
when advice i3 followed!
| # jdentification — uniforma, pins, badges, etc., so that

others may recognize them (this iz a good recruitment
gimmick too)

recognition of a special contribution that a volunteer has
raade

¢ giving the volunteer a more complex assignment
¢ ftelling the committees and board about a voluntees’s work
¢ newspaper publicity and pictures
) ¢ special event award meetings
i
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e a ictter with clipping enclesed from & board member ex-
pressing “Nice to read about you"

Reasons for giving recognition as retlected by volunteers may
be—

for interest shown by volunteer
dependability, promptness, usefulness
initiativa on the job

quality and continuance of service
extraordinary service given

e complete fulfillment of a job

oecC o o0

Recognition and promotion should be given to volunteers,
uging criteria of merit and senijority and nout en ability,

The old adage—'°Tis better to give than *» receive” applies
to giving recognition, for the person who has the privilege of
saying thanks or gives an award benefits from that good feel-
ing of doing something for someone elge.

SPECIAL AWARDS

Specisl awards may be made at annual meetings, at special
recogniiion parties such as teas, luncheons and dinners, Dur-
fng National Hospital Week in the spring of the year, the
thousands of hospital volunteers are honored by the grateful
staff. The Volunteer Coordinator may recruit a new contin-
gent of volunteers io help plan the parly, with decorations,
favors, special music, a speaker and refreshments. They
have Certificates of Appreciation, Qutstanding Service and
Devotion tc Duty for specified hours of service.

Other groups have a variely ol awards, many of them avail-
able from their national organization with criteria developed
for various services. Advantages of this plan are that every-
one receives the same award for similar services ar.d the cost
{s lower because they are produced In a large quantity. A die
cut is un expensive part of a pin or plaque and if it {s made at
national headquarters for all divisions and chapters, the cost
will be infinitesimal when prorated among everyone.

In some instances monetary awaxds are given. Savinygs
bonds or schelarships are given to students who submit the
best posters deplcting why you should not smoke or how chil-
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dren should cross the street. Annual cash awards are given
by Lane Bryant, New York specialty store, for exceptional
volunlary service.

Cectificates of appreciation may be of varying sizes and
composition. An appzaiing certificate for a Head Start pro-
gram is exhibited at the end of this chapter.

A meaningiul way of presenting certificales may be
planned. It is better to go tu a high school assembly to present
an award to students before their peers than to have them
come to your board meeting to receive it.

PREPARATIONS FOR A
SPECIAL AWARD CEREMONY

A recognition committee may have been planning the special
award fur.ction all year, or an ad hoc committee may be ap-
pointed. The planning should consider—

e naming the event with a descriptive title that has appeal

and clearing

choosing the date with other organizations; the Chamber

of Commerce or library may keep a calendar of <.2nts

developing the guest list

designating the recipients of awards

arranging for parking and transportation

hospitality—name badges, greetings, signs, etc.

tours when avallable

decorations, refreshments and courtesies to guest speak-

ers

¢ publ city, pre-event and post-eve:.. (sea Chapter V)

e appreciation after event to all who planned and imple-
mented function

o preparing report of all slages of function

We give recognition to volunteers for thelr sincere interest
in rendering service, their willingness to accept standards of
training, conduct nnd supervision, and their sense of responsi-
bility and dependabllity, and for their personality traits of
tact, patience, sympathetic understanding, kindnoss, warmth
and a sense of humor.
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“The most agreeable recompense which we can
receive for things which we have done is to
see them known, to have them applauded with
praizes which honor us.”

Jean Baptiste Moliere
1622 - 1673

THE AMERICAN NATIONAL RED CROSS

A Bill of Rights for Volunteers.... And A Code of Respon-
sibility*
I. Every Volunteer has:
I. The right to be treated as a co-worker
... not just free help
... not as & prima donna

1. The right to a suitable assiyament
... with consideration for personal preference, tempera-
ment, life experience, education, and empluyment back-
gi.und

111. The right to know as much about the organization as
pessible
.« » its policies
. .« . its people
... its programs

1V. The right to training for the job
.. choughtfully planned and effectively presented train.
ing

V. The rizht to continuing educarion on the job
... a3 a follow-up to initicl training
... information about new dcvelopments
... training for greater responsibility

V1. The right to sound guidance and direction
. . . hy someone who i3 experienced, well-informed, pa-
tient, and thoughtful
... and wio has the time to invest in giving guidance

*Reprinted by permisafon oi the Office of Volunteers, Ameri.
can National Red Cross.
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VII. Theright to a place to work
...an orderly, designu'ed place
... conducive to work
... and worthy of the job to be done

VII1. The right to promotion and a variety of experience
. . . through advancenient to assignments of mare re-
sponsibility
... through transfer from one activity to another

IX. The right to be heard
...tohave a part in planning
... to feel free to make suggestions
... to have respect shown for an honest opinion

X. The right to recognition
1 ...inthe form of promotion
i ...and awards
... through day-by-day expressions of appreciation
...and by being treated as a vona f.de co-worker

11, Correspondingly, you, asa volunteer should:

Be sure.
Look into your heart and know that you really want to
help other people.

Be convinced.
Den't offer your services unless you believe in the
value of what you are doing.

Be loyal.
Qffer suggestions, but don't “knock.”

Accept the rules.
Don't criticize what you don’t vrderstand. There may
be a good reasen.

Speak up.
Ask about things you dou't understand. Don't coddie
your doubts and frustrations until they drive you
away, or turn You into a problem worker.
} Be willing ¢» learn.
l Training s essential to any jobs well done.
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Keep on learning.
Know all you can about your organization and your
job.

Welceme supervision.

You will do a better job and enjoy it morc if you are
doing what is expected of you.

Be dependable.

Your work is your bond. Do what you have agreed to
do. Don't make promises you can't keep.

Be a tram player. . )
Find a place for yours:lf on the team. The lone oper-
ator is pretty much out of place in today’s complex
community.

WORKING WITH PEOPLE

A two-way communication process is essential in the estub-
lishment of working relationshirs. Often, with the enabling
{helping) process, non-verbal cownmunication is equally as
important ay verbal comraunication. You will establish posi-
tive relationships with peeple when you show:

U0 DN 0P

. Respect for the dignity of the person.

. Trust in the individual.

. Attitudes of care and concern for people.

. Readiness to share purpose of visit ur conversation.

Good listening habits.
Good observing techniques.

. Offers of requested information or help.
. Requests fci needed information or help.
. Sharing information on a realistic and truthful basis

about what can te done, as well as what cannot be done.

. Assurance of confidentiality when this Is possible.

. Recognition of the strengths of a person.

. Encouragement for use of those strengths.

. Recogniticn of helpleasness of a person or situation.

. Offer of appropriate help when snd wherever possible

through the enabling procese.

. Permiasion of dependency.
. Patie ce.

— 15—

19




28.
29.

30.

. A sense of humor,

. Ability to take criticism.

Ability to laugh at one's self.

. Capacity for admission of misizkes,

. Capacity for saying, “I don’t know, but I'll try to find

out.”

Recognizing the feelings and attitudes that interfered,

. Dependability (keeping one’s promnises).

Follow-up visits or telephone calls.

. Greater concern for needs of person than for own needs
in terms of time, convenience, ete,

. Regard for people’s physical and emotional well being.

. Readiness to let people work out their own plans and do

not impose yours.

Ability to offer alternatives.

Ability to let people set their own controls, not imposing

yours.

Readiness to give praise whenever appropriate,

Source Unknown.
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CHAPTER IX

RECORD KEEPING

Records are to the volunteer service wnat food is to the
body. They provide the necessary nourishmen: to keep the
program sustained and growing. Record keening is tho rev-
elation of the jierformancze of the volunteer program, indicat-
ing that degree of success being accomplishad.

Facts, not fables, provide the statistics to evaluate. Bui
facts must have some foundation. Records are the foundation
for facts, which provide us with the foundation of knowledge.
Volunteer coordinators and their boards and committees must
arm themselves with information based on facts to operate alt
segments of the program.

Record kecping should be developed so that it is detailed
enough for adequate vontrol of volunteer cetivities, but not to
the point where files are cluttered with miscellaneous infor-
mation that is cumbersome and irrelevant. Ther: are ways
to avold the complexities that many persons and age-cies
find themselves in. Often more time is spent counting and
recording statistics than in finding the volunteers and putting
them to work. Common record keeping faults determined by
many studies have found—

® elaborate and incommprehensible statistics of na valie {o
the current operation

¢ sutdated and useless card files of information not perti.
nent to service

¢ duplirate forms and records
¢ unnecessary information requeated

® records scattered among too many staff perszons and
committee members

All of theze faults ma, he corrected by—

¢ an annunl housecleaning sesai.n, eliminaling the unnee.
essary

® evaluation of registration and request cards to determine
if only pertinent quertions are aaked
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o request that all files be kept in the office, with committee
members using them in the offics
¢ general streamlining of procedures

Many coordinators may not be aware of the defects of their
present record system. Some persontnel dislike records and
paper shuffling but relying on the coordirator’s memory will
not substantiate the facts. Fects must ict be invented—inven-
tion may be to deceive. Accuracy depends on facts and forms
which s..ould be designed for the purpose of keeping the right
kind of records. An ad hoc committee of specialisats may be
needed to revise the system, to update the cards and to develop
a system of recordirg information gathered. Systems and
procedure sanalysts could establish a good pattern to set you on
the right road, and then it is the coord:nator's responsibility
1o understand the sys*em and keep it operating.

Record keeping provides a continuity of the program. The
following information should be registered for the use of all
steps of the organization and implementation—

¢ characteristics of the volunteer
age
sex
mobility
proficiency
ability
knowledge
behavior pattern

o characteristics of the agency
interest
need
facilities
supervision
scope ar.d depth of brogram

Interpretation of these records, when tabulated can point
out the kind of volunteer you need to recruit, If you have
statistics at the end of a summer program (hat more sixteen
year old boys spent longer h:urs and more days improving a
day camp for retarded children, it wouid be logical the next
spring to direct your recruitment toward sixteen year old
boys. The records point out that husky young men, old enough
to be mobile becsuse they have recently oblained their driver's
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license, enjoy being outside and kelping ihe handicapped. It
should also indicate that the agency’s program satisfied these
boys with their client’s need for help, improved facilities and
that good supervision was given ‘o maintain their interest.

Volunteers like to have themselves identified in a record.
It is satisfying to them to know that they have contributed
“x" amouut of service hours and produced “y"”’ number of ma-
terials for your program. Volunteers should help devise and
evalucte the forms used in records and assist in thie keeping
of records. Their viewpoint will offer a fresh approach and
maintain their interest when they see other vilunteers’ per-
formances, whether good or peor.

Follow-up work on the reasons you lose the volinteer mray
be done 4n a frank basis from the records. There is no way to
camouflage statistics and if your agency has a high attrition
rate, a thorough anelysis should be made of all operations.
Check lists you have mad. for yourselves to evaluate proce-
dures of interviewing, placement, orinntation, supervision, ete.
should be broug™t forward and scrutinized to find your weak-
nesses.

CONSOLIDATION OF RECORD*

Records and 1eporls may originate In mar partments,
but they should routinely be compiled and fr  sded to the
central office for evaluation by the Voluntr Ccordinator,
other staff, the board and committees. Each+ .amiilee ehould
have a regular report or this feed-back., The publicily cominit-
tee can funciion belter if they know from what source the
greatest number of recruits are learning about the program.
Interviewers cai judge the success of t}eir performance by
the rate of attiition, but this fault should also te placed on
the quality of supervision by the agency. The 3peakers’ bu.
reau and recruitivient commictee will mcasure the effective-
ness of thelr efforts by tha response from whatever publies
they have (or have not) been reaching.

In a school volunteer program, each achool wiil have differ-
ent accounts of—

¢ number of volunteers used
® characteristics 5f volunteers
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areas of service performed

number of hours of service (total and average per volun-
teer)

® hoiwv mary students wer+ ‘elped

® quality of help given

® reault of students’ performance after help from volunteer
o parents’ response to volunteer

This : aper work and 1¢eports should b: well planned 80 that
they will contribute this infcesmation in the most concise,
usable form to help both the coordinator of the school volun-
teer program and the scliool persnnnel who must e responsi-
ble for these reporis. It is our purpose to relieve them cof
duties rather than burdei. them with time<onsuming details,
but after volunteers have been thoroughly oriented to J:eeping
these records, very li{tle supervisory time will be necessary.

Progress reports should be niade at defirite periods so they
may be consolidated and total reords compiled for board and
ceramittee rep-rts. Progress and review discussions provide
the opportunity to sdvance the program.

CATEGORIES OF RECGRDS

In agencies, volunteer personnel records should be kept for
p'irpose of job classification, promotion, demotion or firing
(see Chapter VIII), ard recognition. A typical file card on &
voluitteer in an agency after assignment may give the follow-
ing information:

VOLUNTEER ASSIGNMENT
NAME __ Sally_Smith L
ADDRESS_ 1234 Grand Avenue PHONE _243-6432_
ASSIGNMENT:
DEPARTMENT _Librery = o
DUTY __Catalog books____ .
DAY _Thurtdsy HOURS £:00 to 11:30 AM.
LOCATION Washington High School, Tenth and Ash Streets
RESPONSIBLE TO Mary Jones, Librarian
ORIENTATION COMPLETE: _2/15/69 .
IN SERVICE TRAINING 4/64-9/69-11/69
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Also program files should be maintained, cataloging the
different volunteer jobs within the agency, the skill require-
ment needed, houra of duty and numt  of volunteers needed
each hour. If you refer to the areas of volunteer service in
Chapter II, for nlustration we use all of the different needs
in a hospital and they may be set up in categorical service
areas. Using the example of the gift shop operation, the fol-
lowing card reads—

O
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DEPARTMENT— GIFT SHOP
LOCATION— First floor off main lobby
HOURS— 2:00 to 4:00 P.M. . 6:30 to 8:00 P.M.
DAYS-- Monday x
Tuesday x Friday x
Wednesday  x _x_ Saturday x
Thursday x__ Sunday X
VC UNTRERS NEEDED- - 2 each period, each day
DUTIES— Sales, operate cash register, replenish
supplies, dust and arrange merchandise
RESPONSIBLE TO— Chairman, Gift Shop Committce
UNIFORM - Smock Furnished
ORIENTATION— 2 hours before starling
IN-SERVICE— 14 hour monthly
{Front)
ASSIGNED
MONDAY 2:00-4:00 P.M. 1. Mary Smith 2, Sutan Jones
6:30-8:00 P.M. 1. Jane Brown 2. Tom Brown _
TUESDAY 2:00-4:00 PM. 1. __ete 2, ete
6:30-8:00P.M. 1. . -
WEDNESDAY 2:00-4:00PM. 1. _.
6:30-8:00P. M. 1. .
THURSDAY  2:00-4:00PM. 1. .
6:30-8:00 P.)M. 1. .
FRIDAY 2:00-4:00 P M. 1,
6:30.8:00 P.Ni. 3. _
SATURDAY  2:00-4:%0PM. 1. .
6:30-8:00 P.M. 1. .
SUNDAY 2:00-4:00 P.M. 1.
6:37-8:00 P.M. 1. .
SUBSTITUTES: Joan Greea, 208-5432 — Sully Pelers. 243 °876
(Back)
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Similar cards may he made for other Gift Shop duties, such
as—

Duty—1ake invenfory and prepare purchase order
Time—two hours one day per week

Or for another job assigninent, it may be—

Department—Pharmacy Laboratory
Duty-—Clean laboratory equipment
Time—3:0¢ to 5:00 P.M. Tuesday and Friday

Budgct and cxpense fi'es are the third kind of records nec-
essary. The complexity of these will depend on the program.
In « hospital where there are many items to be purchased, such
as gifts for the gift shop, food for the snack shop, smocks, in-
signia, materials for a fund raising drive and all the other
numerous, items and details, complete records are ‘mpertant
of each business transaction, so that profit and loss may be
computed for each operation. Each committee chairman
should be well oriented as to how much is budgetec' for that
department and a monthly report should be available. Control
of tunding and appruval of expenditures should be well de-
fined, keeping each line item within it3 budgeted amount,
Receipts for expenses should be atlached to all bil'* for a
correct justificatior of orders xnd purchases.

RE:.ORDS FOR YOLUNTEER BUREAU

The majority of the records pertinent for agency functions
will apply to operations of the Volunteer Bureau. Different
forms will be used, as seen in Chapter VI, as the Bureau's
records must reflect the referrs's to other agencies, rather
than the direct placement within the agency. If the Bureau is
successful in recruiting and placing most of the volunteers in
the community, thefr most important records will be In the
areas of publicity, recruitment, referrals and follow-up, and
not as concerned with the job placement, specific oifentation
and training, recognition and promotion within the agency.
1t is de-1cable to devise forms that will record the quality of
the volunteer service, and not just the quantity of volunieers
recruited. A nurse who manages a complete health service
and makes possible total immunization for the children of a
day carr center is providing far.reaching effects, This is a
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true quality service, reaching into homes where mothers are
learning better health care for their children and peers of the
p1re-school children have healthier, happier lives also as a
result.

A Vclunteer Bureau is serving the whole community and
records should relale the availability of specialty perzons who
provide on-call service as needed. The initial aurvey conducted
by the Bureau before it began its operation reflected the need
for volunteers and the number serving. This chronicle was
onty valuable at that time and a8 new accounting should be
niade periodically.
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CHAFTER K

BUDGETS AND FINANCING

In an agency, the budget should allow for the expenses in-
volved with operating a volunteer program. The service is
not free, but a successfully run volunteer program will more
than pay for itself if it iy well operated. Returns te the agency
may come through—

better service to the clients or patients, often a volunteer
can reach a troubled client and obtain a response from
them that a paid worker can never achieve

more service to the clients or patients; staff in nospitals,
clinics, social service agencies and other service agencies
carnot possibly provide ail the houre of services needed
good public relations; the volunteer is the link between
the clients and the cominunity to tell your story and in-
terpret a poor or a good program to those who may be
controlling the agency or to the public who supports the
agency

¢and raising off nts of the volunteers, who can be respon-
sible for securing all the funds to be budgeted

volunteer speakers, who interpret the service and can
influence the voting tax payers or the contributors to
support the organization

professiona! volunteers, whose services usually could not
be budgeted

administrative volunteers, who advize and functior as
keeper of the funds and who provide free services in op-
erating the agency's business

volunteers who donate funds and equipment to operate
the program

The staff, the budget committee and the board need to be
far-sighted fo budget for persennel, space, equipment and
genera) cffice expensea to provide the leadership and super-
vision that volunleera expect and need.

Many itens needed for materials, meetings, and equipment
may be donated, but this may short regular donations when
fund raising time comes, o this should be considerea. On the
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other hand, many businesses can donate more to an crganiza-
tion through giving matertals than funds. They can take the
retail vajue of an item as an income tax deduction while donat-
ing ii at cost. There is not this leeway in cash donations.

The services of a voluntecr coordinator may also be donated,
but the hours involved usually warrant paying a person for
half or full-time en:ployment, unless you find a very unusual
full-time volunteer. And they do exist!

A minimum budget should allow for personnel and fringe
benciits, travel expenses, program and general office ex-
penses. A tentative budget might L. planned as follows:

I. PERSONNEL
Half time Full time

Diractor $3,000 $ 7,000
Secretary 1,500 3,000
Employee benefits (average—104t
of salaries) 450 1,000
Total 4,850 or 11,020 $11,000

1I. TRAVEL
Local—mileage et G¢ to 10¢ per mile

Meals allowed when sepresenting agency 150
Conferences 200
BT
HIL PROGRAM
Brochures, bookmarks aad promotion
materials 100
Recotd and operating caris and torms 100
Newsletter, Annual report, ete. 50
Rersurce books and materials 2
Annual meeting and recognition 25
390
1V. GENERAL OFFITE EXPENSES
Rent 600
Telephone 200
Utilitles 150
Maintenance 50
Postage 300
Office supplies (atationerx. envelipes,
paper clips, ruober bandy, calendars,
pens, pensils, carbon, dittos, mats
note books, paper, card files, dividers,
folders, etcs 200
T1,500
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Item IIT, PROGRAM includes materials to communicate
your story—publicity materials, office forms and reports.
In addition, there are excellent resource books available for
the use of staff and volunteer committeemen, and some bud-
get suould be allowed for the purchase of these. Annual
meeting expenses may include invitations, programs, annual
reports, decorations and centerpieces. Recognition may coin-
cide with the annua) meeting or be another event during the
year, but some tangible awards are usually desirable to give
the volunteers and honored rccipients. The budget will deter-
niine how elaborate the certificates, pins, tie tacs, plaques, ete.
may be, or if corsages or bonquets are to be presented.
Elaborate awards are really not nezessary, and devoted volun-
teera will realize that there are more important uses for the
agency's money, such a&s providing service to the clien’s,

Item IV, GENERAIL OFFICE EXPENSE applies to the
operation of the organization. F.ent, telephone, utilities and
maintenance were itemized in the sample budget as minimum
costs, and these may be donated by the fostering agency as a
par’ of the over-all operation. Maintenance may be done by
staff, but janitorial duties are not the most pleasani when
wearing office clothes, and funds are needed to at least have
waste hauled away. The telephone amount budgeted does not
includy long distunce calls nor the cost of ‘nstallation. which
i3 considerable if extensions, hold buttons, lights ar i push
altors ave used.  If voluntcers interview, it {3 important for
th~ra to have a separate phrne.

The anrount of mailirgs, promotional miaterial, meeting
notices and uinutes scit will govern the postage item, and
vice versa. A limited postage Ludget can restrict your pro-
gram. An saticipated increase in postal rates should be
allowed in planning future budgets, and an expectatior that
this line item in the present budget may be exceeded.

Allitems of of fice supplies should be considered in the initial
Ludget, and then iun following years, estimates may be made
from the {irst year's uzage and the increase to be expected in
materials as the program expands. All supplies may not be
depleted the first year, but inventories sheuld be made and
kept up-to-date to anticipate the movement of supplies. The
original supply of dividers, {olders, card files, etc. may suffice
for a few yeara,
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Y. OFFICE EQUIPMENT

2 desks
3 to 4 chalrs {(or more)
Typewriter(u)
File cabinet
Book case
Wasts baskets
Bulletin boards
File baskets i
nsurance on equipment and materials
Typewriter service contract

$2,000
TOTAL $15,150

Considerations may be maae ab: ut all sections of this bud-
gef. Under Item I, PERSCNNEI, the funds available may
allow no more salary than for balf-time pzrsonnel. If so, a
director and the secretary ray wish to schedule their time so
the office iy staffed more hours of the day, although some
shared time for communication and planning should be al-
lowed. For a lesser salary, the sectetary should not be expect-
ed to assume the same responsibility as the director, when she
is in the office alone. The suggested salary scale is fairly low,
unless the agency program is very small; and higher salaries
may have to be paid {o atiract the right personnel. Allowance
for increment in salaries should be planned for each year, and
a corresponding sum in the ten percent cost of employee bene-
fits. The fringe benefits allowed employees should include
hospitalization insurance, the employer’s share of social se-
curily (6.2% of all salaries paid), and retirement benefits,
particularly if this is includegd in the personnel policies for all
staff. If the volunteer program is operated independently,
liability insurance should be investigated to cover employees,
volunteers and clients on the premises.

Item i1, TRAVEL may be as flexible as the budget will al-
low. It is important and considerate to allow inileage for the
director, whose mobility may be an important part of the job.
Attending meetings where the volunteer service should be
represented is good public relations, but the cost of meals in
most hotels and public meeting places is increasing constantly,
and this should not have to be an out-of-pocket expense for the
director. To increase the director's competence, attendance at
meetings and conferences is important and a minimum of one
conference a year should be allowed in & budget,
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Item V, OFFICE EQUIPMENT may be one of the most
costly or the least, depending upon the situation, Your par-
ent organization may have all of this equipment available for
you, and may also provide the insurance coverage. If you
are 1ot so fortunate, you may secure donations of equiprient,
buy used furniture, or purchase all price ranges of new furni-
fure, from utilitarian to very fancy.

FINANCING

Resources for financing may come e€asily or it may take
great effort to find adequate funds. The success of out-
standing volunteer programs in the community motivates
other organizations to plan and budget for vne. The expendi-
tures involving staff time to plan and implement a vclunteer
program costs money, whether staff is being loaned from
another secvice, or if new staff is employed. Agencies should
be urged to provide enough finances {o operate a good service
and should obtain a commitment from boards that future
funding will be available. No programs should he sfarfed
that cannot be confinued.

Initial plans should establish criteria for using volunteers
by surveying the—

® benefit {o the public and clients
® benefit to the organization
® benefit to the volunteer

The best justification for funds to support a volurteer pro-
gram should be evident in the benefit to the public and clients
—Dbenefits that would not have been possible without volunteer
services, When you can document the improvement in pa-
tients' services, increased knowledge among the public of
prevention of diseases, ar a faster rate of learning among
children whom have been tuiored, you can prove the impor-
tance of an inveatme*it in the volunteer program. These avre
the facta you must document and take to the budge! committee
or bnard to request a volunfeer program budget be allowed.

At the Western Area Conference of the A.ssociation of
Volunieer Bureaus of America in March, 1968 at Excelsior
Springs, Mizsouri, results of a workshop seasion outlined the
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following justification for funds for establishing a volunteer
bureau:

1.

-
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That a Volunteer Bureau established an opportunity for
the developinent of new careers by involving voluriieers
in work where they can explore their interest and ability.

That the Volunteer Bureau saves agencies money by pro-
viding them with volunteer workers rather than the

need tc enlarge staff.

 That the Volunteer Bureau assists agencies in the devel-

opmen: .:nd co-ordination of programs so that they might
be mor. . ffective.

_That *Le Volunteer Bureau assists in public relations

work tF reby saving the agencies money in the expandi-
tures of ; «blic relations funds and advertising funds.

. That "¢ Volunteer Bureau assists agencies as wel] as

enumberable civie organizaiions and projecte in fund
rai . v, thereby saving the community money.

. ‘Lhat the Volunteer Bureau assists in certain special

proj. .ts throughout the year, such as Christmas Bureaus,
saving funding of staff.

The Volunteer Bureau initiates new thoughts and pro.
prams thro :ghout the commurnity and provides gervices
t1.at have never before been provided on a voluntary
Lasjs. Example: Day Care Centers that are run com-
jiete'y by volunteers in churches.

‘Th-{ the Volunteer Bureau involves citizens in the com-
ant.y who otherwise would not be involved, and thereby
{he o cilizens devole not only time but money in certain
agencirs and projects,

Thw Volunteer Bureaus salvage the unsalvagable, by
fnd. g work for those who are apathetic or whe have
never h:fore become involved in community work, there-
Yuoremot nR & Certain negative aspect of the community.

T).ree factz <hould convince the branch of the United Com-
munity Funds and Councils in your community that these
advantage. to the citizens of the community and to thelr
member . genc ¢ and other agencies in the communily war-
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rent a portion ~f their budget. In addition, when they pro-
vide sponsorship, many of the expenses do not have to be
duplicated, as they can provide the housing, telephone answer-~
ing, printing, and many other benef:.s.

Many new resources of funding are available today than
have ever been before. Governmental programs are funding
volunteer programs in welfare, education and health depart-
ments, and Vista workers are being assigned to communities
to coordinate volunteer services. Poverty programs have made
tremendous strides in initiating and implementing coordinated
services, organized and operated by volunteers from within
and outside of the poverty areas.
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CHAPTER XI

EVALUATION OF PROGRAM

ivaluation or appraisal is a systematic procedure, accord-
ing to a plan and supported by information. TIersonal judg-
ment or bias should not be allowed to influence values.
Performance as compared against the established program,
determining areas of weakness and strengths should be
constantly evaluated. From the initiatioa of the program,
check lists should be built into each area of concern, and as
the program continues, spot checks reed {o be made. 'Thiy
timing allows for an opportunity to make changes to impr:ve
the service, rather than waiting unti! th: program is con-
cluded and there is no use for evaluation.

Observations and supplementary information over a period
of time long enough to show results should be considered.

METHODS

Basically there are two ways to evaluate and many varia-
tions of these two ways—

o stalistics compiled from records, and
® by means of a susvey, which may be taken

¢ door to door

¢ Ly telephone

¢ by mail questionnaire

o spot check of membership

¢ tirough an ad hoc commitiee

A material check list survey may be sent to volunteers who
are working in a now vest-pocket park during the summer
months, Do they have toys, games, fencing, balls and bats,
pienie tables, coloring books, crayons, trash cang, and other
equipment? Thia is an evaluation of maiarials neceszary for
a recreation program,

There are differcnt ways of asking the same queations in
the questionnaire. If we usze an example of prompiness of
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volunteers for the opening of the thuift shop in the settlement
1’ hr se, we may ask—

1. Were volunteers on time for work? Circle one—
never seldom usually always
2. Were volunteers on time for work? Circle degiee of
promptness:
never 1 2 3 4 6 always

3. I feel that volunteers could have been encouraged to be
PIOMPE DYoot

4. Was promptness of volunteers reporting for work an
| asset 1o the success of the program? Yes... No........
‘ Comments—

! For purposes of rating, those surveyed should be given
! some definitions of Jevels of performance they are being asked
: to use. A cuiteria such as the following may be presented to
them—

Poor—Definitely below the requirements presen’ed

Fair—An average j >rformance, or meets minimum require.
ments

Good—A) requirements were conmipleted in a satisfactory
manner

i
]
{

! Excellent—All requirements were completed in a satisfactory
f maxner and many of them were accomplished by a super-
; jor and sustained performance

}

|

Outstanding—All requirements were completed in a superior
manner

[ An impartial interview is another technique for eveluation.

! If you are conducting a six week institute and wish to know
if it §s successful and to what degree, you may find an unre-
lated, ‘mpartial person who will question the participants
about their judgment of the class presentations. The partici-
pants will air their views more readily t{o a atranger.

The supervisor of volunteers may apply a rating sheel to
determine if the volunteers understand how to use the skilla
they have been tanght in their orientation and in-service
training. A sample questionnairs may be developed similar
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10 this one if you are evaluating the ability to operate and uze
media equipnent in a school volunteer program—

VOLUNTEER........cooiiiicraree SCHOOL........................

CAN ALREADY | SATISFACTORILY
OPERATE DEMONSTR'D SKILL

1. Opaque projector

2. Overhead projector
3. Filmstrip and slide projector
{. Eight mlilimeter moticn plcture projector

5. Sixteen millimeier motion plcture projector
6. Tbirty-five millimeter slide projector

1. Tabe recorder

8. Record player

9. Langusge muster
10. Video tape recorder
11. Teaching machines
12. Reading machines

In a fund raisiug campaign, different values must be ex-
amined to appraise the results. The inventory may ask the
following questions—

¢ have You met your monetary goals?

® have lines of communication between all levels of the
fund raising organization heen maintained as well &as
they should have?

® does evet -one reporting know what they really are sup-
posed to he accomplishing?

o have they In turn reported this knowledge down the line?

e does each door-to-door collector know the purpose of
their call?

Along the way you shoald ask three basic questions—

1. What should the voluntcer have done?
2. Did he do it?
3. If rot—why not?

The first question will be answered by your job description,
which sets up performance yardsticks agreed upon by the

—180—

1 R




Q

ERIC

Aruitoxt provided by Eic

volunteer coordinator and the volunteer, or the volunteer
recruiter and the volunteer. Just as in a business where an
employ:r and employee evaluate job performance, the volun-
teer should have the opportunity to discuss three questions
with his on-the-job supervisor. Correcting, commending and
rewarding sre all evaluative words. You should not be
apprchensive about evaluating volunteers; it needs to be done
on the job, with the volunteer. They will voice their own
evaluation and tell you where they need more supervision.

A sincere volunteer will be anxious to reach his perform-
ance goals as outlined in the beginning, and needs some guid-
ance if he strays unknowingly.

A student who is receiving tutoring help from you may be
given a progress chart or graph to evaluate his progress in
school. This gives him a' d you an understandable picture of
what is happening to hi 1. 2 ning.

Math Tests
Grade l"“"__—“ -

100— -
90—
80—
70—

60— S
i

50—
40—
so— L.

i il

Or you might have him chart his daily schedule of time at
home, to keep records of what he does in after-school hours.
Analyzing these over a period of time may reflect an improve-
ment if his atudy hours have been utilized.

- - T W E
Catly Schedule 3:00 Coarrivebre | * e

! L3 - 530 T oplay - J N G S
| Fo3an e a0 T st y ,_*_ - O S G
PR o T
J o= S‘\A\.j___» R, e
l [ L HO RO S CICILTS EL T R S0 A

- T— 4
o mmT T re Ty Ty T
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EFFECTIVENESS

The ability to direct work sffectively involves the system of
—plan--do—check. This is a challenging directive for a vol-
unteer coordinator, who has ruany versons reporting to him,
and coordination of relationships is a number one skill re.
quirement. Good coordination will occur when the activities
of the volunteers 1nesh snoothly with a minimum of deiays,
confusion and disappoiniments to the clients.

The effectiveness of any volunteer program is like holding
a mirror to reflect the benefits to the community from your
service, Progress or regression will be reflected from the
analysis you and your organization make.

The Volunicer Bureau of Boston, Massachusetts provides
effective evaluation checklist for a volunteer coordinator in
their publication “Let’s Measure Up!’. Answer the following
questiens, and then begi.i with your weakest areas to build
and reinforce the program.

EVALUATION CHECKLIST
FOR VOLUNTEER COORDINATOR

ACCEPTANCE BY STAFF

¢ Does the volunteer program in your agency have the com-
plete support and approval of the administration?

® Does the entire staff understand why volunteers are be-
ing used in the pgency?

o Are all staff memters familiar with the ways in which
volunteers are being used and in what arcas they will be
working?

© Is staff prepared as to what to expect of volunteers?
Voluntcer commitment is sometimes nof clear?

¢ Do staff membUers realize whatl volunteers expecet of
them?

® Are staff responsibilities in regard to the volunteer pro-
grani taken into consideration?

—182—

184




RECRUITMENT

® Do ycu know how and where your agency is going to use
volunteers before you start to recruit?

® Are you ahle to recruit the types of volunteers you need?

e Do you make known your agency’s volunteer needs
through:

brocnures?

newspaper articles?

radio & TV announcements?
talks to groups?

come & see tours?

® Do you use a variety of sources for oblaining volunteers:
your board members?
friends of your volunteers?
neighborhood people?
Volunteer Bureau?
churches?

o Ilave you tried using new volunteer potential as ihey be-
come available: )
high school students?
college students?
refirees?
employed men and women?
club groups?

® Would you consider any adjustment of your program to
accommodate:
' the hours that present day volunteers have available’
: the particular services or skills that individuals or
groups of volunteers may have to offer?
’é those people who are trying to meet special needs of
their own?

INTERVIEWING AND PLACEMENT

® Are prospective volunteers interviewed before they start
work in your agency?

® Is the interviewer a specially designated and qualified
member of the staff—or of the volunteer orr nization?

Q 88—
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Do you allow sufficient time and privacy for a thorough,
unhurried interview?

Are your registration cards designed to furnish useful
information?

Do you try to discover the volunteer’s particular capa-
bilities, interests and experience—and offer jobs that
are commensurate with these?

Are the volunteers' wishes—and aversions—as to place-
ment given consideration insofar as possible?

If the particular service a volunteer wishes to perform
cannot be used, do you offer a reasonable explanation
and try to substitute other services that are needed and
may prove equally interesting?

Have you drawn up good clear job descriptions?

When volunteers are assigned to a specific job, do they
know:

what they are to do?

when, where, to whom to report?
how many hours they work?

what additional training is required?
what equipment te bring?

Is the importance of continuity of service in situations
where the volunteer is working directly with clients or
patients atressed?

Do you discuas a termination date for a specific assign-
ment?

Do you leave a volunteer free to refuse an assignment in
your agency?

Are volunteers who cannot find the placement they want
with you directed to another agency—or to the Volunteer
Bureau?

Have you the ability to turn down a volunteer who is evi-
dentiy unsuitable?

—184—
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ORIENTATION AND TRAINING

Are time and personne} for the oric atation of volunteers
included in planning for your volunteer program?

Do all volunteers working in your agency understand
why the job they are doing is necessary and how it fits
into the total agency picture?

Are they given a place to work and to keep their belong-
ings?

Are they introduced to staff members and volunteers
with wiiom they will be vorking?

Do your volunteers know what is expected of them as to:
performance?
rppecrance?
behavior?
confidentiality ?
attitvde toward clients or patiants?

Can thiy differentiate between the role of the volunteer
and that of staff?

Have you prepare¢ manuals or other :iterature te help
volunteers keep in mind the things they need to know?

Do you acquaint volunteers with the agency's total facili-
ties and with the names of its various department heads?

Are ycur volunteers sufficiently informed as to the agen-
cy's purpose, program and philosophy to discuss these
intelligently with their families and friends?

Do you give the volunteer an opportunity to acquire the
gkills needed for a particular assignment through:
formal training programs?
conaiztent on-the-job training?
Have you explored community rezources for types of
training that your agency is unable to provide?

Do you keep the orientation process from becoming pasa.
ive through:

periodic volunteer meetings?

discussion sesaions?

invitations to pertinent workshops?

suggested reading materia!?
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SUPERYVISION

Has your agency af ' istration designated one person,
staff member or i as the overall director of the
volunteer program?

Is the chain of command in Your volunteer program
clearly established?

Do your volunteers know to whom they are immd.diately
responsible:

to repotrt to for work?

to tvrn to for help and advice?

to call w™en unable to be present?

Do they know wher and where they can find their super-
visor?

Is there always some experienced person available to
work with new volunteers and show them what to do?

Do you keep track of how volunteers are getting along in
their jobs:

through an adequate system of records?
through personal conferences?
through contact with the supervisory personnel?

Do you let the volunteer who i3 doing well know that this
i3 s0?

Is an atlempt made to help the volunteer who i3 not doing
well by building up interest, increasing skills, instilling
confiderice?

Are the channels of communication always open between
you and your volunteera?

REASSIGNMENT

®
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Are your volunteers assigned to a specific ;ob for a
“trial period” at the end of which they may continue in
the sam. job, be assigned to another, or withdraw al-
together?

Do you recognize that misplacement may be the cause
of unsatizfactory performance and try to give volun-
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teers another opportunity to use their skills more pro-
ductively?

® Are your volunteers given a chance to change from one
type of service to another, to learn new skills, to assume
positions of greater responsibility ?

o Do volunteers feel free to terminate their service with
the agency after a reasonable length of time?

@ .  volunteers {old that they may return to the Volun-
teer Bureau or seek experience in another agency?

® Do you make sure that all volunteers, whether they re-
sign after long term service, or are released because they
have not worked out, feave with a pleasant feeling toward
the agency?

ASSIMILATION

® Do vou make it evident in all possible ways that your
volunteers are needed and wanted?

o Are they regarded as members of a partnership without
whom the agency’s program would be the poorer?

® Are volunteers kept informed of agency news and any
changes in agency program?

e Do you invite your volunteers to take part in:
general agency meetinga?
occasional staff meetings?
anything the agency does as a whole?

® Are they encouraged to make suggestions and do their
ideas receive courteous attention?

® Do your volunteers feel so much a part of the agency
that nothing short of absolute necessity will beep them
away from the job?

RECOGNITION

® Do you feel °t is important t¢ most human beings to be
told that their efforts are apprecigied?

® Doez yYour agency make a point of saying “thank you™ to
its volunteers:

ERIC -
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informally 2nd personally—on a day-to-day basis?

formally ard publicly—in “he presence of fellow
workers, staff, board mambers, clients or pa-
tients, family and friends?

® Are the volunteers in your agency identified in any way
while on the job by:
badges?
uniforms?
g0 that clients cor patients, as well ss staff, may know
who they are and why they are there?

® Are you familiar with the Red Feather Certificaies of
Appreciation that are available ‘hrough your local Vol-
unteer Bureau?

& Have you developed your own system of awards?
certificates?
pins?
stripes?
plaques?
¢ Is any of your agency’s publicity devoted to telling the
story of your velunteers’ achievements?

EVALUATION

¢ Does your total plan for agency operation include a peri-
odic stock teking of the volunteer program?

® Do you evaluate the program in which they work as well
as the performunce of the volunteert

® Arc volunteers an asset to your agency in the sense that
they have*
enriched your existing program?
made posaible the extension of services?
made poasible the inauguration of new servicea?
gerved as first-rate pudlic relations people?

e If your volunteers appear to be a liability, have you con-
sidered any new approaches that might convert them into
assets?

¢ It evaluating the volunteer program, do you fnclude:
a look at the structure as well as the content?
an asseasment of ataff time put in measured
Q —185—
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against voluntear performance?
a discussion of provlerms encountered?

® Do both staff and administration—as well as the volun-
teers themselves—participate in the evaluation?

¢ Have you considered calling in an outside expert in order
to keep the evaluation more objective?

® Are you prepared to receive the recommendations of an
objective evaluation and see to what extent your agency
can adopt them?

® Do vour staff members:

attend workshops on volunteers?
talk to volunteer supervisors from other

agencies or areas of service?
consult the Volunteer Bureau?
Evaluation generally leads one to consider whether
a project or service should be conlinued, whether
it should be discontinued, or whether it should take
a new approach. It is generally clear that volun-
teer Jeaders will want to continue a project or
service if they have agreed to do so for adjusted
time period and if their evaluation reveals that
there is still a need for the service rendered.

Good evaluation promotes good programs!

ACCOMPLISHMENT AND RESULTS

Your statistica should be analyzed for the performance re-
sults in relation to the agreed-upon goals of the program and
all of its components, A good appraisal will present a total
picture of the performance of staff, board, committees, volun-
teers and the benefits to those being served. A summary state-
ment of all surveys and questionnaires should result in a guide
tr. action. Results will develop grod guidelines if the evalua-
tion was done thoroughly, and the results were compared to
the job requirements and not to another person or another
program.

If a volunteer continues on the job and the placetaent has
been succeszful, the evaluation timing was right. If the volun.
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teer is dissatisfied, the reasons for this dissatisfaetion should
be uppraised, and a different placement may be desired.

Results of the evaluation should effect an immediate change
in the piogram before further mistakes are made; and plans
for the following year should be macde to provide a greater
degree of excellence than evidenced in the current appraisal.
Current status may be changed to a new progra designed for
nraximun service, Appraising and counseling efforts can be
directed to planning and operational improvements. Under-
standing that change is something to look forward to, will
put the program into action.
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REFERENCE MATERIALS

Revised March, 1971

AHA FILM CATALOG, American Hospital Association

ADMINISTRATIVE ACTION: THE TECHNIQUES OF ORGANIZA-
TION & MANAGEMENT, William H. Newnis -, Prentice Hall Incor-
porated, Englewood Cliffs, New Jersey

Al)\llNlQTRATORS MEMO—YOUTH TUTORING YOUTH, National
Commis lon on Resources for Youth, 35 West 44th Street, New York,
New York 10036

The ADVISORY COMMITTEE & VOCATIONAL EDUCATION, Ameri-
can Vocationr' Assocmhon Pullication Sales, 1510 H Strcct Northe
west, Washington, D.C. 200 05

AFTER SCHOOL STUDY CENTERS—New York City—Pamphlet #2,
Elemzniary Program in Compensatory Education

AID TO DEPENDENT CHILDREN, State of Michigan Departnent of
Social Services

AID TO THE BLIND, State of Michigan Departnient of Social Services

AlSD TO THE DISABLLD State of Michigan Dopartment of Social
ervices

ALL ABOUT MEFETINGS, Fern Long, Oceana Publications, Ine, b
Main 8'reet, DobLs Ferry. New York

ALSG . .thl(‘A\S Anna W. M, Wolf

AMERICAN ASSOCIAT[OV OF VOLUNTEER SERVICE COORDINA-
TORS (Conference), Howard Bede, Winnetka Public Schools

AMERICANS \'OLUN'll-,LR u.s. Dcpt ofl abor, Manpcwer Adminis-
tration, Superintendent of Documcnls. U.S. Gov. Printing Office, Wash-
ington, D.C. 20402

ANNUAL REI'ORTS, ¥Yeatrive K. Toleriz, Naticnal 'ublic Relalions,
Couneil of Jealth & Welfare Scrv,, 257 Park Avenue, South, New
York, New York 10010

ARITHMETIC GAMES AND A(’ll\lflbb, Wagner, Hosier, Gilloley,
Tcachon Publishing Curporation, 23 Leroy Avenue, Darien, Connecti-

06820
"lhc ART OF DECISION MAKING, Jowph D. Cooper, Doubleday &
Cowmpany, 501 Franklin Avenue ('aldcn City, New York 11530
The ART OF DELEGATION, J bonald Phillips, Leadership Booklets

BE A VOLUNTEER? WHAT'S THERE IN IT FOR NFE !, Enterprise
Publicationy, 20 North Wacker Drive, <hicago, Hllinois ¢ s606

REFORE THE MAYFLOWER, Lerone Bennelt, Jr., Penguire Books,
7110 Ambassador Road, Baltimore, Maryland 21207

BE1TER BOARDS & COMMITTEES, Lez2dership Pamphlet #14, Adult
Education Assoc. of U.S.A.

Shefter's Guide to BSTTER COMPOSITIONS, Harry Shefter, Pocket
Buoks, Incorporated, c/o Simon & Schuster, Inc. ., One West 30th Street,
New York, New York 10018

BETWEEN PARENT & (‘HIID Haim Ginott, Macmitian Company, 866
Third Avenue, New York New York 10022

BETWEEN PAhENT & YTEENAGER, Haim Girctt, Ma millan Company,
866 Third Avenuve, New York, Ne.w York 10022

A BLUEPRINT FOR ROARD MEMBF, RS, ")tlh &chmidt, Volunteer
RQuicau, Omahx United Comm. Services, 1803 Hatney Street, Omnahs,
Nebraska (810

The BOARD \ll'l\lHL S MANU AL, Charlutte Dimarset

The BOARD OF Dth(TORS 01‘ A NEIGHBOREOOUD CENTER—
FUNCTION, ORGANIZATION, RESPONSIBILITY, National Federa-
tion of Seltlement & .\elghbor ood Centers

BRIAN WILDSMITH'S 1, 2, 8'«, Brian \hld-mnh‘, Franklin \\att* In-
corporated, 575 bexlngton Avenue, New Yerh, New York 100

BRIA\’ WILDSMITH's A B C's, Brien Wildsmith, Frankiin Yutt- In-
corporated, 573 Lexington Avenue, New York, New York 10022
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BUSINESS INDUSTRY & EDUCATION, INC., Benjamin H. Pearse,
Superintendent of Documents, U.S. Government Printing Office, Wash-
ington, D.C. 20402

The CHILD & SOCIETY —The Process of Socialization, Frederick Elkin,
Random House, Westminster, Maryland 21157

The CHILDREN YOU HELP, Anna W, M. Wolf

The CHILDREN’S BOOK ON—HOW TO USE BOOKS AND LI.
BRARIES, Carolyn Nott & Lec Baisden, Charles Scribner's Sons
g%%ﬁng & Service Center, Vreeland Avenue, Totows, New Jersey

CHILDREN'S BOOKS TOO GOOD TO MISS, May Hill Arbuthnot, Presr
of Case Western Reserve University, Cleveland, Ohio 44106

CITIZEN ACTION TO CONTROL CRIME AND DELINQUENCY—
Fifty Projects, National Council on Crime & Delinquency, 44 East 23rd
Street, New York, New York 10010

The CITIZEN VOLUNTEER. Nathaniel Cohen, Harper & Rowe

CIVIL RIGHTS GUARANTEES—IN SOCIJAL SE VICES PROGRAM,
State of Michigan Department of Social Services, Lansing, Michigan

COLLEGE VOLUNTEERS—A GUIDE TO ACTION: HELPING STU-
DENTS TO HELP OTHERS, James Tanck, Superintendent of Docu-
ments, U.8. Government Printing Office, Washington, D.C. 20402

COMBATING CHILD ABUSE, State of Michigan, Department of Social
Services, Lansing, Michiéan

COMMIITEE COMMON SENSE, Audrey & Harleigh Trecker, White-

side Incorporated, William Morrow & Comvany, Six Henderson Drive.
West Caldwell, New Jcursey 07006

COMMITTEES—-A Key to Groug Leadership, Sheldon Lowry

COMMUNICATIONS, Howard Wilson, Administrative Research Assoc.,
Box 8, Deerfield, INlinois

COMMUNITY GROUPS AND YOU, Henry & Elizabeth Swift, John Day
Company, 62 West 45th Street, New York, New York 10036

CONDUCTING WORKSHOPS & INSTITUTES, Leadership Pamphlet
#9, Ado1t Education Assoc. of U.S.A.

CONFERENCES THAT WORK, Leadership Pamphlet #11, Adult Eda-
cation Asspe. of US A,

CONVERSATIONAL ENGiIISH FOR THE NON-ENGLISH SPEAK.
ING CHILD, Nina Phillits, New York City School Vil. Prog., 126
West 51th Street, New Yok, New York 10018

COJRDINATOR'S GUIDE—-Volunteers & Volunteer Services in Schools,
Janet Freund, Winnetka Public Schools

CORRECT LETTER WRITING, Watson, Bantam Books, Incorporated,
271 Msdison Avenue, New York, New York 10016 .

COUNSELING & INTERVIEWING ADULT STUDENTS, The National
Association for Public Schools, Adult Education, 1201 Sixteenth Street,
W.W, Washingion, D.C. 20036

A CRITICAL APPROACH TO CHILDREN'S LITERATURE, James
Steel Smiith, McGraw-Hill

The CULTURALLY DEPRIVED CHILD, Frank Riestman, Harper &

Rowe

CURRENT THOUGHTS ON PUBLIC RELATIONS. A Collection of
gpeeches, M. W, Lads Pudlishirg Company, 1260 Broadway, New York,
Wew York 10001

The CURRICULUX ENRICHMENT SERIES—A NEW DIMENSION
IN READING—PRE.PRIMER THROUGH GRADFE &

DARK GHYTTO, Kenreth B. Clark, Harper & Rowe .

DEALING WITH CONTROVERSY, Frances A, Koestler, Naticnal Fub.
lic Re'stions Council of Health & Welfere Services, 419 Park Avenue,
New York 10016

DEMOCRACY IN AMERICA, Alexis DeTocqueviile, Vinlage Books—a
divition of Random Houte, Westminster, Maryland 21157

A DESIGN ¥OR LEARNING, Lols Leffler & Edythe Dachling, Lutheraa
Church Wemen, 2000 Queen Lare, Philadelphia, Pennsyivania 19129
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The DIRECTOR OF VOLUNTEERS AS A DSPARTMENT HEAD—
reprint from Auxiliary Leader—Journal for Hospital Auxiliaries

DISPLAY & EXHIBIT HANDBOOK, William Hayett, Van Nostrand
Reinhold Book Corp., Div. of Litton Educational Pub., 450 North 33rd
Street, New York, New York 10001

DYNAMICS OF CITIZEN PARTICIPATION, National Federation of
Settlements & Neighborhood Centers

EDUCATIONAL GAMES AND ACTIVITIES, Wagner, Hosier, Rlack-
man, Gilloley, Teachers Publishingz Corporation, 23 Leroy Avenue.
Darien, Connecticut 06820

The EFFECTIVE BOARD, Cyril O. Houle, Association Press

EFFECTIVE COMMUNICATION—A Guide to Employee on the Job—
Communication for Iupervisors & Executives, M. Joseph Docher,
Editor, American Maragement Association, 1616 Broadway, Times
Square, New York 36, New York

EFFECTIVE COMMUNICATION ON THE JOB, M. Joseph Dooher,
American Management Association

EFFECTIVE PUBLIC RELATIONS, Leadership Pamphlet #13, Adult
Education Assoc. of U.S.A.

EFFECTIVE PUBLIC RELATIONS FOR COMMUNITY GROUPS,
Howard & Carol Levine, Association Press .

AN EFFECTIVE TEACHER AIDE PROGRAM, Jeanne Wielgat, George

. Pflaum, 38 West Fifth Street, Dayton, Ohio 45402

ELEMENTARY ENGLISH, subscription, National Council 2f Teacters
of English, 608 South Sixth Street, Champaign, Illinois

ELEMENTARY READING CENTERS, Milwaukee, Wisconsin, Pamphlet
#2, Elmentary Program in Compensatory Education

ELEMENTARY SCHOOL LIBRARIES, Jean Elizabeth Lowrie, The
Scarecrow Press, 52 Liberty Street, Box 656, Metuchen, New jersey

08840
The ELEMENTS OF STYLE, Willinm Strunk, Jr., The MacMillan Com-
pany, 866 Third Avenue, New Vork, New York 10022

FAMILY TO FAMILY, Michae! A. Cirrite, Ingham County Dept. of Sne.
Serv,, 5929 Execulive Drive, Lunsing, Michigan 48910

FIFTY YEARS OF CHILDREN'S BOOKS, Dora V. Smith, The National
ﬁ']"“mi.il of Teachers of English, 508 South Sixth Street, Champaiga,

inols

FIRST ON THE AGENDA—A GUIDE FOR BOARDS OF AGENCIES,
Goyned Monroe

FOOD STAMP PROGRAM, State of Michigan Department of Social
Services, Lansing, Michigan

FOR ALL THE CRYING CHILDREN, Lloyd Armour, Broadman Prexs,
127 Ninth Avenue, Nashville, Tennessee 87203

FOR THE \'OLUN'fEER TUTOR, Sidney Rauch, International Reading

Assoc,

FOR THOSE WHO MUST LEAD--A Guide to Effective Management,
Hilladale College Faculty, Dartreil Corporaticn, Ravinswood Awvenue,
Ch!rago Illinois 60640

FOR VOLUNTEERS WHO INTERVIEW, Welfare Council of Metropoli-
tan Chicago, 123 West Madison Street, Chiccgo 2, Nlinois

FROM THOUGHTS TO WORDS, Marlene Glaus, kn’onn] Council of
Teachers of English, 508 South Sixth Street, Champaizsn. 1lincis 61822

FUND RAISING MAbE EASY, Edwin 8. Newman & Lea J. Margokn,
Oceana Publications, 75 Main Street, Dobbs Ferry, Newn York

G..MES AND ACTIVITIES FCR EARLY CHILDHOOD EDUCATION,
Wagner, Gilloley, Roth, Cesirger, Teachers Publithing Corporation, 23
Lerny Avenue, Daricn, Connecticut 06820

GATE%VAYS 10 READABLE BOOKS, Strang-Chelps-Withzo'wx, H, W,
Wilson Company, Publishers of Indexes & Refercnce Worke, 850 Uni-
versily Avenue, hronx, ~New York 10452
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GEMS FOR YOUR TREASURE, National Assoc. for Manufactu:ers,
277 Park Avenue, New York, New York 10017

The GENTLE LEGIONS (on Volurtary MHealth Agencies), Rlchard
Carter, Doubleday, 501 Franklin Avenue, Garden City, New York 11530

GETTING & KEEPING MEMBERS, I.eadershlp Pamphlet $#12, Adult
Education Assoc. of U.S.A.

GETTING BETTER RESULTS FROM SUBSTITUTES, TEACHERS
AIDES & VOLUNTEERS, Di. Bryce Perking, Hany A. Becker, Suec-
cessful School ‘\Tanagement Series, Prentice-Hall, Incorporated, Engle-
wood Cliffs, New J

GROUP MEMBER RO! LS FOR GROUP EFFECTIVENESS, Dary!
Hobbs & Ronald Powers, lowa State University Cooperative FExtension
Service, Ames, Iowa §0021

GROWING UP ABSURI) Paul Goodman, Random House, Westminster,
Maryland 21157

A GUIDE TO VOLUNTEER SERVICES, Ann David, Cornerstone Li-
brary, Incorporated, 630 Fifth Avenue, New York, New York 100’0

CUJDA&CH SERVICES FOR ADULTS, Volume XXX, Number 7, Roy

GUIDE :BOOK FOR THE VOLUNTEER READING TEACHER, Lenore
Sleisenger, Columbia University Teachels College Press, 440 West
110 Street, New York, New York 1002

GUIDELINES, Community Volunteer Servlce, Social Welfare Planning
Council, New Orleans, Louisian

GUIDELINES CONCERNING USE OF VOLUNTEERS IN HOSPITAL
DEPARTMENTS OF DIETETICS, American Hospital Association

Gl'JA(DLLIlNES FOR AUXILIARY FUND RAISING, American Hospital

ssociation

GUIDFLINEb FOR [MPRCVING SKILLS IN INTERVIEWING, The

rican National Red Cross

(‘UID} LINES FOR STUDE?\T REFERRALS FOR THE VOLUNTEER
PROGRAM, Braeside Schoo), Highland Park, 1llinois 60035

GUIDELINES FOR THE VOLUNTEER TUTOR EPDA Volunteer Co-
ordinator Training Progiram, Des Moines Aren Community College,
2006 Anken) Boulevard, .Ankeny, Iowa 50021

GUIDELINES FOR USING VOLUNTEERS IN DEPARTMENTS OF

SO("‘[AII:A\\ OPI; IN HEALTH CARE INSTITUTIONS, American Hos-
ta ssociation

HANDBOOK FOR AGENCY COORDINATORS FOR VOLUNTEER
PROGRAMS INCLUDING STANDARDS, The Office of Administrs-
tions, Dr. Timothy W. Costello, Depuly Mayor- (‘n) Admm strater,
Room 1412, 250 Broadway, New York, New York 1

I{ANDBOO}\ FOR THE VOLUNTEER 'IUTOR Imernahona] Reading

Ass

IIANDBOOK FOR VOLUNTEER SERVICE IN THE ELEMENTARY
SCHOOL LIBRARIES, Elnora M. Portteus, Clevelsnd Putlic Sclools,
Cleveland, Ohio

A HANDBéOh OF ARTS & (‘RAFTS, Wankelman, Wigg, Wigg, Wil-
liam C. Brown Company, Dubuque, Iow

A HANDBOOR ON THE ORGAf\lZATION & OPERATION OF A
VOLUNTEFR SERVICE BUREAU, Vclunteer Service Department,
(‘omkmumt) Chest & Councils, 155 East 44th Stiect, New York, New

HANDBOOK ON VOLUNTEERS IN ARMY COMMUNITY SERVICE,
Stanley lLevin, Ncel Paririen, Daniel Thursr, Human Resources Re-
search Org., 300 North W athingzion Street, Alexxndna, Virginis 2:314

rroject HEADSTART, OEO Pamph)e! 6148. 12—-May 1969, Office of
FEconomice Oppor!um')'. Project Headelart, Community Aclon Pro-
gram, Wazhington, D.7. 20506

llb‘ADS ART—A Community Action Progrem, Project HEADSTART,
Community Actinn Fiograny. Office of Economic Opportunity, “nh-
inglon, D.C. 20504
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HELPING HANDS: VOLUNTEER WORK IN EDUCATION, Gayle
Janowitz, The University of Chicago Press, §750 Iilis Avenuc, vhicago,
Hlinois 60637

HELPING BISADVANTAGED PUPILS TO LEARN MORE EASILY,
Dr. Frank Riessman, Prentice-Hall, Incorporated, Englewood Cliffs,
New Jersey

The HILLSDALE LEADERSHIP LETTER, subscription, Leadership
Letter, Hillsdale College, Hillsdale, Michigan

The HOSPITAL GOVERNING BOARD, American Hospital Association

HOW CHILDREN FAIL, John Holt, Pitman Publishing Corparation,
Six East 43rd Street, New York, New York 10017

HOW CHILDREN LEAKN, John Holt, Pitman Publishing Corperaticr,
Six East 43rd Street, New York, New York 10017

HOW TO BE A BOARD OR COMMITTEE MEMBER, Roy Serenson,
Association Press

HOW TO BE A MODERN LEADER, Lawrence K. Frank, Association

Press

HOW TO DEVELOD BETTER LEADERS, Maleolm & Hulda Xnowles,
Association Press

HOW TO DEVELOP SELF-CONFIDENCE & INFLUENCE PEGPLE
BY PUBLIC SPEAKING, Dale Carnegie, Pocket Books, ¢/o Simon &
Schuster, Inc., One West 39th Street, New York, New Ycark 10018

HOW TO DQUBLE YOUR CHILD'S POWER TO READ, Dr, Arville
Wheeler, Friderick Fell, Incorpcrated, 386 Park Avenue, South, New
York, New York 10016

HOW TO HEL? FOLKS HAVE FUN, Helen & Larry Eisenberg, Assc-
ciation Press

HOW T0 INCREASE READING ABILITY, Albert Harris, David McKay
Company, 760 Thitrd Avenue, New York, New York 10017

HOW TO INTERVI™W, Walter VanDyke & Bruce Victor Moore, Harper

& Rowe

HOW TO LEAD DISCUSSIONS, Leadership Pamphlet #1, Adult Edu-
cation Assoc. of U.S.A.

HOW 'I};O LEAD GROUP SINGING, Helen & Larry Eisenberg, Associa-
tion Press

HOW TO ORGANIZE A CHILDREN'S LIBRARY, Dorothy H. Curiie,
Oceana Publications, 75 Main Street, Dobks Feny, New York 10522

HOW TO PLAN AND CONDUCT WORKSHOPS & CONFERENCES,
Richard Beckhard, Astociation Press i

HOW 10 PREPARE TAILKS & ORAL REPORTS, Ha ry Shefter, Wash-
ington Square Press, ¢/o Simon & Schuster, One West 39th Jtreet,
New Yoik, New York 10018

HOW TO RUN MORE EFFECTIVE BUSINES3 MEETINGS, B.' Y.
Auger, Grossett & Dunlap, 51 Madison Avenue, New York, New York

10010
HOW TO SELECT & DEVELOFP LZADYRS, Jack W, Taylor, McGraw-

Hil)

HOW TO SET UP A VOLUNTF iR TALENT POOL FOR COMMU-
NITY SERVICE, Voluntcer Taient Pool, 620 Lincoln Av:nue, Win-
ni tks, 1Ninols 60C¥3 .

HOW TO SUCCEED WITH VOLUNTEERS, David M, Church, Na-
tional Public Relations Council of Health & Welfare Services, Incor-

rated, 257 Park Avenue, South, New York, New York 10010

HOW TO TEACH ADULTS, Leadership Pamphlet #5, Adu't Education
Aszoc, of U.S.A.

HOW TO TEACH READING, Morton Botel, Follett Educational Cor.
1 ration, 1010 West Washinglon Boulevard, Chicsgo, llinois 60607

HOW TO USE AUDIO-VISUAL, MATFRIALS, Bachman, Atsocistion

I’ress
HOW TO USE ROLE PLAYING AND OTKER TGOLS FOR LEARN-
ING —Leacershio Pamphlet #16, Adult Education Assoe, of USA.
HOW TO USE 7. LE PLAYING i‘lFFECTIVEI.{', Alan Kleip, Associa-
tion Press
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HOW TO WORK WITH GRCUPS, Audrey & Harleigh Trecker, Women's

Press

HOW TO WORK WITH TEEN-AGE GROUPS, Dorothy M. Roberts, As-
soclation Press

HOW TO WORK WITH VOLUNTEERS, Health & Welfare Council of
the National Capital Avea, 95 M Street, Southwest, Washington, D.C.
0024

2 3
HOW TC WRITE AND SPEAK EFFECTIVE ENGLISH, Edward Frank
¢lleg,l&%\gcett Publications, 67 West 44th Strzet, New York, New
or
HUMAN RELATION3 FOR SUPERVISORS, Howard Wilson, Adminis-
trative Rescarch Assoc., Box 3, Deerfield, Illinois

IF YOU WANT AIR TIME, National Assce. of Broadcasters Puoblic
geg‘até%S%GScrvice, NAB, 1771 North Street, Northwest, Washington,
INDUSTRY & EDUCATION: A NEW PARTNERSHIP, conference,
New York, Dec. 4, 1068, U.S. Office of Education Coord. for Citizen
Participation, 400 Mary'and Avenue, Southwest, Washington, D.C.

20202
INTENSIVE READING INSTRUCTIONAL TEAMS, Hartford, Con-
nocticut-—~Pamphlet #2, Elemenlary Program in Compensatory Edu-

catjon

INTERVIEWING- ITS PRINCIPLES & METHODS, Annette Garrett,
Fanmily Service Assoc. of Anterica, 44 East 23rd Street, New York,
New York 10010

INTRODUCTION TO GROUP DYNAMICS, Malcolm & Hulda Knowles,
Association Press

ISSUES IN AMERICAN SOCIAL WORK, Columbia Universily Press,

New York
1T'S CALLED FAMILY TO FAMILY, Volunteer Buremu, Community
Services Council, 616 North Capitol Avenue, Lansing, Michigan 45914

JUNIOR NHIGH SUMMER INSTITUTES, New York City--Pamphlet
744, Secondary Program in Compensatory Education

LANGUAGE GAMES, Wagner, Hosler, Blackman Teachera Publisking
Corporation, 28 Letoy Avenue, Darien, Connecticut 06820

LAYMAN VOLUNTEERS—A POTENT SCHOOL RESOURCE, Mrs.
Janet Freund, Winnetka Public Schools

The LEADER AND THE GROUP, Dsryl J. Hobbs & Ronali C. Powers,
Town State University Cooperative Exlension Service, Ames, lowa

50021
LEADERSHIP AND THE POWER OF IDEAS, sartin Tarcher, Harper

& Rowe

LEARNING ABOUT CHILDREN, Rebekah M. Shuey, J. B. Li”:incolt,
Educational Publithing Division, Fast Washinglon Square, FPhiladel-
phia, Pennsylvania 19105 .

A LEARNING TEAM: TEACHER AND AUXILIARY, Gerden Klopt
Garda Bowman, Adena Joy. Michael Neben, Bureau of Fducational
Personnel De\'efopment, U.S. Office of Education, 400 Maryland Ave-
nue, Southwert, Watrhington, D.C, 20202

LEARNING TO READ—THE GREAT DEBATE, Jeanne Chall, Mc.

Graw-Hill

LET'S MEASURE UPI, Robert B. McCrecch, Center for Continuing
Education, Northeastern University, 360 Huntinglon Aveaue, Boslon,
Mazeachusetts 02115

LET'S READ TOGETHER--Books for Family Enjoyment, American
Library Association, 50 East Buron Street, Chicago, IMincis 60611

LISTENING GAMES, Wagner, Hozier, Blatkman, Teachers Publishing
Cotperation, 23 Levoy Avenue, Darien, Crnnoclicut BCRZO

The LIVES OF CHIL.DREN, George Dennison, Random House, West.
minster, Maryland 21157
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LIVING WITH YOURSELY, Howard Wilson, Adninistrative Research
Assoc., Box 8, Deerfleld, 1Ninois

MAKING THF MOST OF RADIC.TV, Roy E. Johnson, National Public
Relations, Council of Health & Welfare Services, 257 Park Avenue,
Sguth, New York, New York 10010

MANAéEMENT iN ACTION—THE ART OF GETTING THINGS

DONE THROUGH PEOPLE, Laurence A. Apples, American Manage.

ment Assoc,

MANAGEMENT PROCESSES, Howard Wilson, Administrative Re-
tearch Assoc,, Box 3, Deerfield, lllinols

MANAGEMENT ROLE OF THE DIRECTOR OF YOLUNTEERS, A. J.
Perry, The Auxiliary Leader, Journal for Hospital Auxiliarles

MANAdERIAL PSYCHOLOGY, Harold H. Leavitt, Univereity of Chi-
cago Press, 5750 Eilis Avenue, Chicago, lllinois 60637

MANAGING FOR RESULTS, Peter F. Drucker, Harper & Rowe

MASTER CHAIRMAN-—A Handbook of Parlismentary Procedure,
ASWSU Activities Center, Washington State University, Pullman,
Washington .

MATERIALS & PUBLICATIONS, New Jersey Community Action Train-
ing Inséistu]tg, 2465 South Broad Street, P.O. Box 4078, Trenton, New
Jerse 6

The MEETING WILL COME TO ORDER, Extension Bulletin 294, Harold
Sponberg, Michigan State University Ccoperative Extension Service,
Erst Lansing, Michigan . .

MEETINGS BEGIN WITH PEOPLF, ). Donald Phillips, Laurence J.
Taylor, Leadership Booklets

MEMBERSHIP HAKIDBOOK: A GUIDE FOR MEMBERSHIP CIIAIR-

AN, The Sperry & Hutchinson Co, Consumer Relstions Department,
3003 East Kemper Road, Cincinnati, Ohjo 45241

MOTIVATION, J. Donald Phillips, Leadership Booklets .

MY BOOK AND ME, Dr. Seuss & Roy McKee, Beginner Books, A Divi-
sion of Random House

NATIONAL SCHOOL YOLUNTEER PROGRAM KIT, Public Education
Association, 20 West 40th Street, New York, New York

NEIGHBORHGOD CENTERS 3ERVE THE TﬁOUBL.‘:D. National Fed-
eration of Settlements & Neighborhood CTenters

NEW WAYS TO BETTER MEETINGS, Bert & Frances Strauss, The
Viking Press, 625 Madison Avenue, New York, New York 10022

100,000 HOURS A WEEK-—~VOLUNTEERS IN SERVICES 70 YOUTH
éND FAMILIES, National Federation of Settlements & Nelghborhood
enters

OLD AGE ASSISTANCE, State of Michigan Dept. of Social Services,
Lansing, Michigan

ONE BY ONE, Banigan, Hampton Publithin Compar%y. Chicagn, Llinols

OPERATING f‘lANl.-AL FOR # YVOLUNTEFR TALENT POOL, Volun-
teer Talent Pool, 620 Lincoln Avenue, Winnetka, lilinois 60093

OPERATION ONE TO ONE—Handbook for Tutors, Cineiunati Public
Scheols, Dept. of Field Managensnt, Cincinnail, Ohin

OFPPORTUNITIES FOR VOLUNTEERS—In Public Welfare Depart-
ments, 1.8, Department of Health, Education & Welfare, Weilare
Administration, Washingten. D.C. 20201

OUTDOOR GAMES, David Buskkin, Lion Press

PAMPHLETS: HOW TO WRITZ & PRINT THEM, Alexander L. Cros-
by, National Pudlic Relaticns, Council of Mealth & Welfera Services,
lncorporatrd. 257 Park Avenue, South, New York, New York 10010

PARENTS AS PARTNERS, Task Force on Pareni Participstion, US,
Dexartmenl of Health, Education & Welfare, Washingten, D.C. 20201

A PARENT'S CUIDE TO CHILDREN'S READING, Nancy larrick,
Pocket Books, A Division of Simon & Schuster, Incerporated, One
“West 30th Street, New York. New York 10018
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PARLIAMENTARY PROCEDURE-—A TICTORIA, PRESENTATION,
The Swallow Press, 1139 South Wabash Avenue, Chicago, Illinois
:0605

I'EOPLE WORKING TOGETHER, Chester R, Leighty, National Federa-
tion of Settlements & Neighborhood Centers

PERFORMANCE APPRAISAI—~RESEARCH APPRAISAL, Holt, Rine-
hart & Winston, 383 Madison Avenue, New York, New York 10017

The PERSONNEL MAN AND HIS JOB, Anicrican Management Assoc.

PICTURES TELL YCUR STORY. Daniel J. Ransohoff, National Public
Re'ations Council of Health & Welfare Setvices, Incorporated, 257
Park Avenue, South, New York, New York 10010

PINPOINTING THE PROBILEM AND DECISION MAKING, J. Donald
I’hilli)\s, !.c:\dershlp Booklets

PLANNING BETTER PROGRAMS, Leadership Pamphlet #2, Adult
Education Assoc, of U.S.A.

PLANNING FOR VOLUNTEERS IN YOUR AGENCY'S PROGRAM,
Health & Welfare Coupeil of The National Cuapital Area, 95 M Street,
Southwest, Washington, ., 20024

PLANNING YOUR EXHIBIT, Janet Lane & Beatiice Tolleris, National
P'ublic Relations Council of lealth & Welfure Services, Incorporated,
267 Park Avenue, South, New York, New York 10010

POP UP RIDDLES, Cerf, Random Ilouze

l’ls‘?((l'l'lCA'T{. l(1iUlI)l-] TO CONFERENCE LEADERSHIP; TJohn Morgan,
McGraw-Hi

PRACTICAL INTERVIEWING, Glenn A. Rassatt, Amctican Manage-

ment Assoc,

PRACTICAL PUBLICITY—A HANDBOOK FUR PUBLIC & PRIVATE
WORKERS, Herbeirt Jacobs, McGraw-Hill

PRESCIIOOL EDUCATION TODAY, Doubleday & Company, 501
Franklin Avenue, Garden City, New York 11530

PRESCHOOL FPROGRAM, Fresno, California—Pumphlet #1, Preschool
Program in Compensatory Education

The PROCESS OF EDUCATION, Jerome S. Brunner. Harvard Univer-

sity Press, 79 Garden Street, Cambridge, Massachusetts 02138

The PROCESS OF MANAG‘IMENT——(‘ON(‘EPTS, BEHAVIOR &
PRACTICE, William . Newman & Chrrles E. Summer, Jr., Prentice-
Hall, Englewood Cliffs, New Jersey

PRODUCTIVE PRESS RELATIONS, Johr H. McMaton, National Public
Relations Council of Health & Welfare Services, Incorperated, 257
Park Avenue, South, New York, New Yok 10010

PROGRAMMELD TUTORIAL READING PROJECT. Indianapolis, Indi-
ana—Famphlel #2, Elementary Program in Com entatory Education

PROJECT HEADSTART— PARENT INVOLVEMENT, Workbook of
Training Tips for Head Start Staff—OFEQ Pamphlet 6108.12, Project
Headstart, Community Action Fiogram, Office of Economic Opportu-
rity, Washington, D.C,

PROJECT HEADSTART—Volunteers in the Child Development Center
Frogiam 5, Project Headstsrt, Community Action Piogram, Office of
Feonomic O portunity, Washington, D.C,

PROJECT R-.3, fan Joge, California, Pamphlet #4, Secondary Program
in Compensatory Educaticn

PUBLIC RELATIONS: A HANDBOOK FOR BUSINESS, LABULR &
COMMUN!TY LEADERS, Bulletin #48, Dave Hyatt, New York
S\tlte\Sch}:‘@i of Industrial Labor Relations, Cornell University, Ithaca,
New Yor

The PUBLIC RELATIONS COMMITTEE, David Church, National Publis
Relations Council of Health & Welfare Services, Incorporated, 257
Park Avenue, Routh, New Yerk, New York 10010 .

I'UBLIC RELATIONS IDEA BOON, Printer's Ink Publishing Co., 501
Mudison Avenue, New York, New York 100

PUBLIC RELATIONS: PRINCIPLES, CASES & PROBLEMS, Bertrand
Cenfield, Richatd hiwin, Incurporated, 1818 Ridge Read, Canfield,
1Hinois £0430
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PUBLIC RELATIONS PROGRAMS, Rallie Bright, National Public Rela-
tionz Council of Health & Welfare Sen:ces. Incorporated, 257 Park
Avcnue, South, New York, New Yok 1

PUBLICITY 1IIANDBOCK: A GUIDE I-OR PUBI ICITY CHAIRMEN
Tha Sperry & Hutchinson Co, (nn~umer Relations Department, 5001
Fast Kemper Road, Cincinnati, Ohio 15241

A QUESTION OF RELATIONSHIEPS, Pamphtet
Rl“ACHl\'G THE NEIGHBORHOOD TARENT, Anna Wolf & Adele

RhADlN(‘ AIDS—THROUGH TH'E GRADES, 300 Developmental Read.
ing Activities, David Ruszell & Etta hmp, Teachers College Press,
"lcachers Cellege, Columbia University

READING GAMES-—-Strengthening Reading Skills With Instructional
Games, Guy Wagner & Max Hosler, Teachers Publishing Corporation,
Darien, Connecticut 006820

The ]H-’I]RH) SENIOR CITIZEN AS A RESOURCE TO MINIMIZE
UNDERACHIEVEMENT OF CHILDREN IN PUBLIC SCIHOOLS,
Howard A, Cutter, Winnetka Public Schools

The RIGHT TO READ. -Workshap Proceedings, March 30 & 31, 1670,
Washington Technical Institute, 1100 Connecticut Avenne, N.W., Wash+
ington, D.C. 2078

ROBERT'S RUL l-\ OF ORDER, Genersl Henry Robert, Scott, Foreman
& Conpany, 1900 Fast Lake Awnw Glenview, lllmms 60025

The ROLY, OF TH ¥k COORDINATOR IN TIiE SCHOOL VOLUNTKER

_PROGRAMS, Winnetka Public Schools

The ROLE OF TIIE VOLUNTEER AS A REIOURCE IM INDIVID.

UVALVZING LEARNING, Janet Freund, Winnetke Public Schools

SANTA ROSA—TEACHER AIDE PROGRAM, Sicter Nanella Devine,
Georgze A, Uflaum, 38 West Fifth Street, n:.;un Ohio 45

eCHool, A\l) HOME PROGRAM, F]ml. ich:gan—l‘rmp)ﬂet #2,
likmcnlarf Yrogram in (ompentato { ducation

The SCHOOL VOLUNTEER PROGRAN chorl Thc School Distriet of
Philadelphia, Instructional Services, Phitadel enns Ivania

SCHOO!L VOLUNTEER READING REFERE Cb BOO}\ Charlotte
\lergenhme School Volunteer Program, 20 West 40th Shcet New
York, New York 10018

SCHOOL VOLUNTEERS, T, Maigaret Jamer, I‘quc Education Acsocia.
tion, 20 West 40th Strevt, Nev. Fork I8 New Vork
s CIENCE GAMES AXND AC Tl\lTl},.\, -\ngnev Duea, Finsand, Mark,
Teachers PPublishing Corporuwiion, 23 Leroy ).venv\o. Daiticn, Connecti-
cut 06820

SERVICE AWARDS, American Hoszpital Axzociation, 80 North Lake
Shore Deive, Chicago, tlinais 60611

The SESAMY. STRLET BOO)\ OF LETTERE, Little, Brown and Com.

pany, Boston, Musxachusett

The SESAME STREST ROOI\ OF NUMBERS, Little, Brown and Com-

pany, Boaton, Max achusett

The SESAME §TREET BOOE\ OF PUZZLERS, Little, Brown and Cem-
Q { Boslon Massachusotis

SIMP IHI‘D THCHNIQUES: PREFARING VISUAL INSTRUCTION-
AL MATERIALS, Ed Mincr, McGraw.

SO YOU HAVE AN AIDE —& Guide lor Teachers in the Use of Class.
room Aides, Jane Hornburger, Wilmington Public Schoolr, Wilming-
ton, Delaware

SO, YOU SERVE ON A BOARD, Volunteer Bureau of Patadens, Calic
forma 118 South Oak Knoll Avenue, T"aradena, California 01101

YOU'RE, GOING ON TV, National Ascoc. of Broadessters Public
Rv{g:smn- Seyvice, NAB, 1771 North Street, N.W., Washinglen, D.C,
20

S0. YOU'RE A BOARD MEMBER, Virgi ia Tuberculosiz & Respiratory

Discate Ascoe, IO, Box 7045, Richn . nd, Virginia 2322t
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SO--YOU'RE GOGING TO RAISE FUNDS, David M. Church, National
Public Relations Council of MHealth & Welfare Services, 257 Park
Avenue, South, New York, New York 1

SOCIAL SCIENCE IN PUBLIC RELA’HOVS Rex Marlow, Harper &
Brothers, New York

SOCJAL SERVICE REVIEW Volume 30—#1
Press, 1103 South ' .ngley, éhlcago. Ilinols GdG

SOCIAL STUDIES, GAMES and ACTIVI TIES, “ngner, Christophel,
Gilloley, Teachers Publishing Corporation, 25 Leroy Avenue, Darien,
Connecticut 06820

SPEECH & LANGUAGE DEVELOPMENT PROGRAM, Milwaukee,
Wxsconsm—-Pampblet #2, Elementary Program in (‘ompensntory Edu.

bPEF‘;FIl AhT 1(‘OORDINATORS' REUNION, Janet Freund, Winnetka

ublic

SI'EECH AT COORDINATORS’' REUNION, Howard Bede, Winnetka
Public Schools

STRATEGIES OF LLA[‘FRQHIP IN CONDUCT[NG ADULT EDU.
CATION PROGRAMS, A. A. Liveright, Harper & T

STREAMLINING PARLIA\!ENTAR\ PROCE URE, Leadership Pam-
hiet #15, Adult Education Assoc. of U.S.A.

STURGIS STANDARD CODE OF PARLIAMENTARY PROCEDURE,
Alice Sturgis, McGraw-Hill

SU\NAR{ OF FIVE CASE STUDIES, Winnetka Public Schools

SUPERVISION AND CO\'SULTAT[ON Leadership Pamphlet %7,
Adult Education Asaoc, of U.S.A.

SUPERVISOR'S MANUAL—YQUTH TUTORING YOUTH, National
Commission on Resources for Youth, 36 West 44th Street, f\ew York,
New York 10036

SUPERVISORY SKILLS, Moward Wilson, Administrative Research
Associates, Box 3, Deerficld, 1llinols

University of Chicago

TAKING ACTION IN THE C. \l\lUNlTY, Leadership Pamphlet #3,
Adult Education Asaoc, of U.
TLACHER Sylvia Ashton. erner. Bantam Books, 666 Fifth Avenue,
New Yor ew York 100
The TEACHER AIDE: A \IANUAL FOR TRAINEES, National Insti-
tute for New Carcers, University Research Corp., Washington, D.C.
The TEACHER AIDE: A MANUAL FOR TRAINERS, National Insti-
tute for New Careers, Unhers:li' Research Corg Washington, D.C.
The TEEN.AGE VOLUNTEER IN THE HOSPITAL AND OTHER
REALTH CARE FACILITIES, Anierican Hospital Assoc.
THAT FAGER 2EST, Frances Wl <h, J. B. Lippincott Company, East
Washington Square, Phllsiel{:hin, lenns)l\nma
THEY'RE WORTH YOUR TIME, Board of Education of ths School
District of the City of Detroit f)elro:t Michigan
THINGS TO MAKE AND DO, 6olden Press New York, New York
Tl\lb A\D ¥.NOWLEDGE T0O SHARE, Janet Freurd, Winnetka Public

T[ML ON YOUR HANDS?! OR ALE YOU THE BUSIEST PERSON
IN TOWN? BOTH OF YOU ARE INVITED TO YOLUNTEER!, De.
artment of Socia) Services, Lewis Cass Building, Lammg \lichlgln

TIPS ON REACHING THE PUBLIC, Publication #277, ague of
Womcn \ot rs of the U.S.A, 1220- !uth Street, Northwest, Washing-

, [1.C. 20030

TRAI\'I\G COURSE FOR COQRDINATORS SCHOOIL. PROGRAMS,
Janet Freund, Barat College, Lake Forest, Illinois

TRAINING GROUP LEADERS, Leadership Pamphlet #8, Adult Edu.
cation Assoc, of U.S.A.

TRAINING IN HUMAN RELATIONS, Leadership Pamthlet #18,
Adult Education Axsoc, of U 8.

A TREASURY OF CLASSKOOM ARITHMET'C ACTIVITIES, Joszeph
Crescimbeni, Parker Publishing Company, Weet Nyacsk, Ncw York
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A TREASURY OF TEZHNIQUES FOR TEACHING ADULTS, National
Assoc, for Public Schools, Adult Education, 1201 Sixteenth Street,
N.W. Was}dngton, D.C. 20036

TREATING READING DIFFICULTIES-~The Role of the Principal,
Teacher, Specialist, Administrator, Dr. Carl B. Smith, U.S. Government
Printm% Office, Division of Public Documents, Washmg&un. D.C. 20402

The TRUE BOUK OF SCIENCE EXPERIMENTS, I1'a Podendor{, Chil-
dren’s Press, Incorperated

TWENTY (20) QUEST!ONS ABQUT VOLUNTEER SERVICE FOR
TEEN-AGERS IN HOSPITALS AND OTHER HEALTH CARE
FACILYTIES, American Hospital Association

UNDERSTANDING AND TEACHING THE DEPENDENT RETARD-
ED CHILD, Wagner, Teachers Publishing Corporation, 23 Leroy
Avenue, Darien, Connecticut 06820 .

UP THE DOWN STAIR CASE, Bel Kaufman, Preatice-Hall, Incorpa-
rated, Englewood Cliffs, New Jecgey

USING VOLUNTEERS IN COURT SETTINGS, A manual for volun-
teer protation programs, Ivan H. Scheier, U.S, Dept. of HEW Soclal
Rehabilitation Servize, Office of Juvenile Lelinquency & Youth De-
velopments, Washington, D.C.

VOLUNTEER A B C’s, A HANDBQOK FOR SCHOOI. VOLUNTEER
PROGRAMS, U.S. Department of Health, Education & Welfare, Office
of Education, Washington, D.C.

The VOLUNTEER ACTION EFFORT AT MICHIGAN STATE UN!I.
VERSITY, Report, Michigan State University, Office of Volunteer
Programs, East Lansing, Michigan

YOLUNTARY ACTION: PEOPLE & PROGRAMS, Hekn B. Shaffer,
Editorial Research Reports, 1735 K Street, Norﬁ\west, Washington,

D.C. 20006
VOLUNTEER ADMINISTRATION, Subacription, Northeastern Univer-
sity, Ceuter for Continuing Education, Boston, Massachusetts
VOLUNTEER ASSIGNMENTS AT VETERANS ADMINISTRATION
HOSPITAL, DANVILLE, ILLINOI3
The VOLUNTEER BUREAU—A Handbook on Organization & Opera-
tlon, United Community Funds and Councils of America, 3456 East
46th Stacet, New York, New York 10017
The VOUNTEER COMMUNITY: CREATIVE USE OF HUMAN RE-
SOURCES, Eva Schindler, Ramman, Ronald Lippit, NTL Institute
Publications, 1201 Sivteenth Street, Northwest, Washington, D.C. 20036
VOLUNTEER COOK. INATOR GUIDE, University of Qregon, Center
; for Leisure Study and Community Service, 1587 Agate Strecet, Eugene,
! Oregon 97403
{ VOLUNTEER GROUP ADVISORS IN A NATIONAL SOCIAL GROUP
WORK AGENCY, Dr. Danfel Thursz, Catholic University Press, 620
i Michigan Avenue, Northeast, Washingten, D.C. 20017
The VOLUNTEER' IN ELEMENTARY EDUCATION—A SCHOOL-
COMMUNITY PARTNERSHIP, Winnetka Public Schools
Thei \;OI.UNTEER IN LONG-TERM CARE, American Hospital Asso-
ciation
VOLUNTEER IN PUBLIC SCHQOLS, Cinciunati Public Schools
The VOLUNTEER IN THE HOSPITAL, American Hospital Assaciation
VOLUNTEER OPPORTUNITIES IN RETIREMENT, Mrs. Charies
Sandhaus, United Community Services of Metropolitan Boston, 14
Somerset Street, Beston, Massachusetts (2108
VYOLUNTEER PROGRAMS—i9863.70, St. Louis Public Schools
YOLUNTEER PROGRAMS IN COURTS, Superintendent of Documents.
U.S. Government Printing Office, Ws .{ﬁng!on D.C. 204
! VOLUNTEER RECOGNITION AND IDENTIFICATION, American
Hospital Associstion
VOLUNTEER SERVICES PILOT PROJECT, Ingham County, Michigan,
The Community Servicea Council, 615 North Capitel Avenue. Lansing,
Michigan 48914
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VOLUNYEER SERVICES PROGRAMS —ADAPTING RECRUITMENT
TO A CHANGING HOSPITAL ENVIRONMENT—The Auxiliary
Leader, Journal for Hospital Aumhanca, Volume &, September 1968,
‘\lra Vivian Ross, The Au“]mr{) .eader, Journal for Hospital

LUNTEER TRAINING AND DEVELOPMENT, A Manual for Com-
mumly Groups, Anne K. Stenzel & Helen M. }cenc), The Scabury
Press, 815 Second Avenus, New York, New York 10017

VOLUNTEER TUTORS IN THiE PUBLIC bCl[OOLb, Terre Haute, Indi-
ana Public Schools

VOLUNTEERING AS A COMMUNITY ENTERPRISE, The Auxiliary
Leader, Journal for l{ospital Auxiliaries

VOLUNTEERS IN COMMUNITY SERVICE, Catalog No. 67- 61529,
Guion Griffis Johnson, North Carolina Council of Women's Organiza-
tions, Seeman Printery, Dutham, North Carolina

\(;!,l{FTg,LLI{iS IN PORTLAND SCHOOLS Portland Public Schools,

ortlen

VOLUNTEERS LOO}\ AT CORRECTIONS, louis Hawris & Assoc.,
Louic Harris & Associates, Joint Commission on Correctional Man-
80\\&:‘ and Trmmng, 1522 K’ Street, Northwest, Washington, D.C. 20005

VOLUNTEERS TODAY — FlNDl\G TRAINING AND WORKING
WITH THEM, Harrict 1i. Naylor, Association Press

VOLUNTEER WORKXERS IN H)UCA'HOh Gayle Janowitz, Chicago
University Press, 1103 South Langle). (hlcngo iHinois G0G28

VOLUNTEER WORKERS IN HOSPITALS. Jan delartog

VOLUNTEER WORKERS IN SOCIAL SERVITE, William Crook

\'(i(l)ééNTARl HELP WANTED—Yor War on Iu\mly Projects/Spring

WASHINGTON OPIPORTUNITIES FOR WOMEN, WOW, WOWw, 111
20th Street, Northwest, Washington, D.C.

The WAY OF THE STORYTELLER, Ruth Nanyer The Viking Proes,
625 Madison Avenuc, New York, New York 1

WAYS & MEANS HANDBOOK: A CHAlR\lA\ ‘S GUIDE TO MON-
EY-MAKING PROJECTS, The Sperry & llutchinson Co,, Consumer
Relations Departnient, 3003 Kemper Road, Cincinnati, Ohio

The WINNING LETTER—COMMON SENSE ABOUT WRITING TO
PEQOI'LE, VA Pamphlet #5620, U.S. Government lnntmg Office,
Division of Public ocuments, \‘uathmglon, D.C. 20102

WONDERS OF THF, WORLD, James A, Hathway, Golden Press, New

York
WGRKING WITH VYOLUNTEERS, Leadership Pamphlet #10, Adult
Eduzation Associaticn of the U.S.

\\’HLN A PERSON APPLIES FOR PUBLIC ASSISTANCE—WHAT
E)lﬂéECTED OF RELATIVES, State of Michigan, Department of
ocial Service

\\HERL ARE THEY NOW?1, Daniel Thursz, The District of Columbia

Redevelopment Land Agency, Washington, D.C.

WHICH SUMMER JOBS ARE INTE ESTING?, The National (om

mission on Resources for Youth, 36 West 44th s'rcol New York, New

York 10038
\\’!lY PEOPLE WORK, Dr. Aaron Levenstein
WINNETKA ‘IDEA’ liEAClILS OUT, Winnctha Public Schools

YOU A\‘D YOUR CHILDS READING, Charlotte \lexgenhm Har-
court, Brace & World. 757 Third A\enuo, New York 17, New iork
YOU AND YOUR VOLUNTEERS; A PARYNERSHIP THAT WORKS,
Publication No. 1055 Qtalo of New York, 1456 Western Avenue,
Albany, New York |

YOU CAN HELP WORK nm, Greater Des Meines Volunteer Burcau
Hawley Welfere Bui]dmz ") Rixth Avenue, Des Moines, lowa

YOU'RE THE TUTOR, Natic:.al Comisitsien on Resources for Youth,
36 Weat 44th Street, New York City, New York 10036

YOUNG PEOFLE AND THF WORLD OF WORK, Naticnal Federation
of Settlements & Neighborhood Centers

—202—

91014

A TR

\,




YOUR ANNUAL MEETING, Beinard Caip, National Public Relations
Councit of Health & Welfare Scrvices, 237 Park Avenue, Scuth New
York, New York 10010

YOUTH TUTORING YOUTH, National Conumission on Resources for
Youth, 36 West 44th Street, New York, New York 10036

YOUR LISTENING CAN EE IMPROVED, J. Denald Phillips, lceder-
ship Bookle!s

YOUR VOLUNTEER PROGKAM, Mary T. Swaunson, ET'DA Voluntecr
Coordinator Training Program, Des Moines Arca Conraunity College,
2006 Ankeny Beulevard, Ankeny, lowe 50021

Adult Education Association of the U.S.A., 1225 Nincteenth Street,
Northwest, Washington, D.C. 20036

McGraw-Hill, 83 West 42nd Street, New York, New Yok

Anterican Hospital Association, 840 Noith Lake Shore Drive, Chicago,
IHinois €0G1t

Nautional Fedeintioa of Settlements and Neighborhood Centers, 232 Madi-
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